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Introduction

The 1985 edition of the Federal Depository

Library Manual was intended to be a practical

guide, providing workable solutions for

day-to-day challenges in nearly 1400 depository

libraries. It served to supplement both the

official Instructions to Depository Libraries

and the Guidelines for the Depository Library

System.

Those librarians who found the first Manual
helpful have urged the preparation of a revised

and updated second edition. As with the first

edition, another purpose of this Manual is to

provide guidance to new documents librarians

and staff members unfamiliar with the Federal

Depository Library Program. In no way,

however, is the Manual intended to prescribe

methods of operation. Suggestions and

recommendations described in the following

chapters can and should be adapted to individual

needs in each library.

Several parts of the Manual had undergone

revision since 1985 and were only slightly

revised for this edition. The discussion of

microfiche was based largely on information

contained previously in the Instructions. While

material on the Library Programs Service and

documents bibliography has been considerably

updated, discussions of collection development,

technical processing, and helpful documents

organizations have been completely revised.

The Suggested Core Collections for academic,

law and public libraries were subjected to a

zero-based review and are current as of June

1993.

Two chapters, "Maintenance" and "Electronic

Publications," are new to the 1993 edition. One
details ways to preserve the past and the other

looks at ways to embrace the fumre. The
chapter on maintenance summarizes information

presented at workshops conducted at annual

meetings of the American Library Association

and at Regional Library Seminars during the last

three years. Preservation techniques are

suggested for paper and microfiche and a listing

of considerations for identifying valuable and

rare documents is included.

Within the past three years information in

various electronic formats has been offered to

depository libraries by the Government Printing

Office. Because materials on CD-ROM or from

electronic bulletin boards and online databases

are in their infancy in the program, many
policies and procedures are still being developed

at this printing. The "Electronic Publications"

chapter is a first step in providing guidance for

acquiring, handling and offering access to these

new products and services. This chapter will,

undoubtedly, require revision again in the near

future.

Obviously the Manual can never be considered

finished, but must frequently be amended,

revised and updated. Suggestions for

improvements or additions are encouraged and

should be directed to:

Chief, Depository Services

Library Programs Service (SLLD)

U.S. Government Printing Office

Washington, D.C. 20401

P. Anne Diamond, Chief Editor

Government Information Specialist

Library of Michigan
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Chapter 1 - Library Programs Service

Chapter 1

Library Programs Service

The Federal Depository Library

Program (44 USC 19) provides for the

establishment and maintenance of

depository libraries and the distribution

of Government documents to those

libraries for use by the public.

The Library Programs Service (LPS) is one of

four organizations under the direction of the

Superintendent of Documents. Its statutory

authority derives from Title 44 of the United

States Code (USC), Chapters 17 and 19, which

describe the Cataloging and Indexing Program,

the International Exchange Service Program and

the Federal Depository Library Program.

The International Exchange Service Program (44

USC 1719) allows for the official exchange of

public documents between the United States and

foreign governments. LPS administers the

distribution component of this program for the

Library of Congress.

The Federal Depository Library Program (44

USC 19) provides for the establishment and

maintenance of depository libraries and the

distribution of Government documents to those

libraries for use by the public.

Administration of these programs involves tasks

in six major functional areas which are reflected

in the organizational structure of LPS:

acquisitions, classification, format conversion,

cataloging, distribution, and inspections.

The Cataloging and Indexing Program (44 USC
1710-1711) provides for bibliographic control of

Government documents.

Federal Depository Library Manual 2



Library Programs Service - Chapter 1

Section 1

LPS Organizational Structure and
Areas of Responsibility

LPS is comprised of two major organizational

components: the Library Division and the

Depository Distribution Division. Each division

has its own area of responsibility as explained

below.

The Director manages LPS and serves as the

principal advisor to the Superintendent of

Documents on program-related matters.

A. Library Division

The Library Division consists of three

organizational subdivisions: the Depository

Services Staff, the Cataloging Branch, and the

Depository Administration Branch. The Chief

of the Library Division manages these areas and

advises the Director of LPS on program-related

matters.

1. Depository Services Staff

The Depository Services Staff (DSS) is

responsible for areas that relate to the

functioning of the Federal depository library

system. While other units of LPS are

primarily oriented toward the processing

and distribution of publications, the focus of

the DSS is on the functioning of the

individual libraries and their relation with

each other and with GPO.

DSS administers the designation and

termination of depository libraries and

changes of status of existing depositories.

A primary responsibility of DSS is to

monitor the condition of depository

libraries, which is accomplished through

periodic inspection visits and a Biennial

Survey of the depositories. Information

gathered from these efforts is contained in

the PAMALA (Profile Administration

Management and Library Analysis) series

of databases maintained by DSS.

DSS responsibilities also include the

publications of the Federal Depository

Library Program, e.g., Federal Depository

Library Manual, Superseded List,

Instructions to Depository Libraries,

Administrative Notes, etc.; continuing

education efforts for documents librarians

(workshops, seminars and meetings); and

liaison activities between regional

depository libraries and GPO.

2. Cataloging Branch

The Cataloging Branch serves as the

national authority for cataloging and

bibliographic control of U.S. Government

publications. The Cataloging Branch

catalogs Government publications received

at GPO, according to the Anglo-American

Cataloging Rules, second edition, 1988

revision (AACR II), and administers the

automated database of the cataloging

records. The Cataloging Branch is also

responsible for directing the production and

printing of the Monthly Catalog of United

States Government Publications as well as

production of the machine-readable GPO
cataloging data on tape, which is available

from tfie Library of Congress, Cataloging

Distribution Service. The Cataloging

Branch also produces the U.S.

Congressional Serial Set Catalog.
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3. Depository Administration Branch

The Depository Administration Branch

(DAB) responsibilities include acquisition of

Government documents in all formats,

assignment of Superintendent of Documents

(SuDocs) classification numbers,

procurement of depository library

microfiche, preparation of shipping lists,

and maintenance of the Depository

Distribution Information System (DDIS)

profiles of the depository libraries and the

Acquisition, Classification, and Shipment

Information System (ACSIS). DAB also

acts as the documents distribution agent to

the foreign libraries in the International

Exchange Service Program, on behalf of the

Library of Congress.

DAB staff handle the acquisition of

Government documents; determine the

format of publications distributed to

depository libraries (i.e. paper, microfiche,

or electronic media), inspect LPS-produced

microfiche for quality; assign SuDocs

classification numbers and item numbers;

prepare shipping lists, surveys, and item

selection updates.

DAB staff also compile and publish the List

of Classes, Inactive or Discontinued Items

from the 1950 Revision of the Classifled

List, the GPO Classification Manual, An
Explanation of the Superintendent of

Documents Classification System, and the

Union List of Item Selections available in

microfiche, and are responsible for the

production of the Cumulative Finding Aid

for Congressional Bills and Resolutions.

In addition, DAB staff respond to numerous

inquiries from depository libraries on all

issues under their purview.

B. Depository Distribution Division

The Depository Distribution Division performs

all functions relating to the receipt at GPO and

the shipping to depository libraries of U.S.

Government publications.

The Chief of the Depository Distribution

Division directs all functions relating to receipt,

storage, allotment, and preparation for shipment

of publications distributed to depository

libraries. These activities include initial

preparation of material to be distributed to

depositories, shipping of the material, and

supplying material claimed as unreceived by the

depository libraries. There are two branches

within the Depository Distribution Division: the

Depository Processing Branch and the

Depository Mailing Branch.

1. Depository Processing Branch

The Depository Processing Branch prepares

and distributes Government publications,

shipping lists, and other information to

depository libraries. It also gathers and

collates publications of the same series or

item number, and coordinates contractor

mailings of separate titles to depository

libraries.

2. Depository Mailing Branch

The Depository Mailing Branch performs

all tasks relating to distribution of

publications to depository libraries,

including packaging, wrapping, metering,

and mailing. The Branch also maintains a

supply of shipping labels for depository

libraries and prepares address labels for

items mailed in separate shipments. The

Depository Mailing Branch also operates

the "lighted bin system" which

automatically allocates depository

publications to selecting libraries via a tape

derived from DDIS. Finally, the

Depository Mailing Branch fills hardcopy,

electronic, and microfiche document claims.

Federal Depository Library Manual 4



Library Programs Service - Chester 1

Section 2

How and When to Contact the

Library Programs Service

Depository libraries are required to submit their

inquiries on a Depository Library Inquiry Form,

GPO Form 3794 (see Exhibit J of the

Instructions to Depository Libraries) via mail

or fax.

The Depository Library Inquiry Form greatly

facilitates LPS' ability to respond to the majority

of questions submitted. Additional copies of the

Depository Library Inquiry Form can be

obtained by writing to:

U.S. Government Printing Office

Library Programs Service (SLLA)

Washington, DC 20401

Some problems or questions are not suitable for

the Depository Library Inquiry Form and should

be handled differently:

1) Certain questions or services (e.g.

obtaining copies of missing shipping

lists) are best handled at the local or

regional level. Depository libraries

should contact a local or regional

depository library if available, instead of

contacting LPS.

2) Complex problems should be addressed

to the specific unit within LPS that deals

with that area of responsibility.

Correspondence directed to LPS should

always include the depository library

number, business phone number, fax

number if available, and best time to

call.

Contact points within LPS for specific areas of

responsibility are listed below:

Library Programs Service policy

Director

Library Programs Service (SL)

U.S. Government Printing Office

Washington, DC 20401

(202) 512-1114

Fax: (202) 512-1432

Federal Bulletin Board

(202) 512-1397

Sysop: (202) 512-1126

Acquisitions, all formats

Automatic/Direct mail

Inquiry forms

Acquisitions and Inquiry Group

Library Programs Service (SLLA)

U.S. Government Printing Office

Washington, DC 20401

(202) 512-1063

Fax: (202) 512-1636

Administrative Notes

Biennial Survey

Inspections

Depository and regional depository

responsibilities

Depository designations or operations

Federal Depository Library Manual
Instructions to Depository Libraries

Superseded List

Chief, Depository Services

Library Programs Service (SLLD)

U.S. Government Printing Office

Washington, DC 20401

(202) 512-1119

Fax: (202) 512-1432
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Chapter 1 - Library Programs Service

Microfiche Claims

Micrographics Control Section

Library Programs Service (SLLA)

U.S. Government Printing Office

Washington, DC 20401

(202) 512-1060

Fax: (202) 512-1636

GPO cataloging policy

Monthly Catalog

GPO Cataloging Guidelines

GPO cataloging tapes

U.S. Congressional Serial Set Catalog

Chief, Cataloging Branch

Library Programs Service (SLLC)

U.S. Government Printing Office

Washington, DC 20401

(202) 512-1121

Fax: (202) 512-1432

Classification

An Explanation of the Superintendent of

Documents Classification System

GPO Classification Manual

Shipment Control and Administration Group

Library Programs Service (SLLA)

U.S. Government Printing Office

Washington, DC 20401

(202) 512-1063

Fax: (202) 512-1636

The library must follow the claiming

procedure outlined in Chapter 3 of die

Instructions to Depository Libraries and

in Administrative Notes. If the library

does not receive a claim response within

four weeks, then the librarian may inquire

about the claim by submitting the

Depository Library Inquiry Form. (Do not

submit a second claim.)

Claims may be submitted by fax at (202)

512-1429.

Unusual claim problems (any format)

Chief, Depositor}' Mailing Branch

Library Programs Service (SLDM)
U.S. Government Printing Office

Washington, DC 20401

(202) 512-1007

Fax: (202) 512-1429

Chronic distribution problems

Missing or delayed shipments

Chief, Depository Distribution Division

Library Programs Service (SLD)

U.S. Government Printing Office

Washington, DC 20401

(202) 512-1014

Fax: (202) 512-1429

Inactive List

Item surveys

Item selection update

List of Classes

Shipping lists

Shipment Control and Administration Group

Library Programs Service (SLLA)

U.S. Government Printing Office

Washington, DC 20401

(202) 512-1153

Fax: (202) 512-1636
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Collection Development
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3. Local Considerations
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Chapter 2 - Collection Development

Chapter 2

Collection Development

Developing documents collections is one

ofthe most important responsibilities of

depository librarians.

Developing documents collections is one of the

most important responsibilities of depository

librarians. Guidance in this area can be found

in Chapter 2 of the Instructions to Depository

Libraries and in the Guidelines for the

Depository Library System (Appendix C of this

Manual). In these documents you will find:

1) The basic list of titles which ought to be

available in all depositories;

2) The requirement that each depository

acquire essential Government and

privately published catalogs and indexes,

both retrospective and current;

3) The obligation to select useful materials

appropriate to the objectives of your

library and to the needs of the larger

community and Congressional district

that you serve; as well as

At one time Section 4-5 of the Guidelines

specified: "Selection of at least 25% of the

available item numbers on the Classified List is

suggested as the minimum number necessary to

undertake the role of a depository library." In

1987, at the recommendation of the Depository

Library Council, this section was substantially

revised. The section now reads: "Depository

libraries, either solely or in conjunction with

neighboring depositories, should make
demonstrable efforts to identify and meet the

Government information needs of the local

area. " One way for depositories to make a

"demonstrable effort" is through the

"formulation and implementation of a written

depository collection development policy"

(Instructions to Depository Libraries, p. 4).

4) the requirement that you coordinate your

selections with other depositories to

insure adequate availability of

Government information in your area.

Federal Depository Library Manual 8



Collection Development - Chapter 2

Section 1

Developing a Policy Statement

For established depository collections,

a written collection development policy

may codify and formalize an already

working arrangement as well as become

a vehicle for a critical review of

practice.

With over 7,000 depository items available for

selection, a clear policy statement provides

needed guidance in making individual decisions

and requires a depository to think through what

has been collected, what should be collected, in

what depth, and why. Newly designated

depositories have much to gain from an actual

statement of their guidelines and policies. For

established depository collections, a written

collection development policy may codify and

formalize an already working arrangement as

well as become a vehicle for a critical review of

practice. For all depositories, patron questions

about the receipt or non-receipt of publications

from a particular agency can be answered more

easily with a clear, well thought-out, written

collection development policy.

A written collection development policy also

provides guidance for the continued selection of

publications for the collection. The selection

process no longer needs to be a "seat of the

pants" operation but can be done within the

framework of a previously worked-out guide.

The result should be a more consistent and

integrated collection of materials arriving in the

depository shipment boxes. A written policy

also aids in assuring the continuity and balance

of a collection. A new documents librarian, for

example, can quickly grasp both the nature and

scope of the depository collection as well as the

reasons for selection decisions.

When changes to the selection profile are

necessary or desirable, these changes can be

made against the background of an existing

selection policy. Policy changes, whether

reflecting a new librarian's philosophy or an

alteration in emphasis of the public served by

the collection, should be a logical outgrowth of

an earlier collection development plan.

The process of constructing a collection

development policy also helps the library to

develop new, and understand existing, priorities.

Many areas of high and low emphasis are

immediately evident; others are not so obvious

and only become evident through such a

process. It is clearly advantageous to have all

such priorities available for examination and

criticism.

Finally, all libraries collect materials within the

context of other resources available to users. A
library's documents collection should be

complementary to other libraries within the

geographic area, as well as to its "parent"

library. An established, written collection

development policy can enhance this

complementary function by helping to pinpoint

both unnecessary overlapping or existing gaps in

coverage.
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Chapter 2 - Collection Development

A. Depository Responsibilities

The collection development policy

should specifically mention the

Congressional district to be served.

A library, whether public or private, academic

or special, must serve the information needs of

its users. The first question to be asked when

selecting or rejecting a depository item is

whether or not patrons will need or use the

material. While all libraries focus their

collection efforts on their primary clientele,

depositories also have another group of

patrons~the general public. In the case of

depositories, the general public is statutorily

defined in terms of a Congressional district.

Documents received by depository libraries are

not gifts, but are distributed at Government

expense so that citizens may be informed of

their government's activities. Providing public

access to Government information is the

rationale behind the Federal Depository Library

Program.

When a library accepts depository status, it also

accepts the responsibility to be a Government

information bank for the residents of a

Congressional district, as well as for the

library's existing public. This responsibility

extends to special as well as general libraries,

and the responsibility becomes particularly great

when there are no other depository collections

close by.

The collection development policy should

specifically mention the Congressional district to

be served. Some statement should also be made
that the library realizes its responsibility to meet

the needs of the population of the Congressional

district or relevant region.

1. Understanding User Needs

While there is an inevitable element of

crystal ball gazing when predicting

information needs of library patrons,

depository guidelines require that libraries

make "good faith efforts" to identify user

information needs in their area. Such

efforts can include compiling basic

demographic information such as age, race,

language, income and educational level,

etc., about the area being served.

As a large portion of depository use is for

business rather than personal interest, an

economic profile of the area is also

extremely important. Congressional

districts which are heavily agricultural will

have much different information needs from

districts which are primarily urban with a

mix of light mdustry and retail trade. In

academic and special libraries, information

on various subject specializations and

specific user groups can also be obtained.

Polling neighboring libraries and other

organizations is another way to make a

demonstrable effort to determine existing

and projected user needs.

More formalized user needs studies can also

be undertaken. Examples of such efforts

can be found in titles listed in "Sources for

More Information" at the end of this

section. Through these or other methods,

depositories should seek to identify who
their current and potential users are and

what they are likely to require. Smaller

depositories have a particular responsibility

to make sure that their focused collections

can satisfy community needs.

2. Availability of Other Resources

An individual library's collection is only

one part of a much larger information bank.

Cooperation and coordination among the

custodians of Government information are

essential to the efficiency and effectiveness

of the Federal Depository Library Program.

Federal Depository Library Manual 10
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Each library should take into account the

strengths and weaknesses of other nearby

depositories, for retrospective materials as

well as for current items, and incorporate

this information into its collection

development policy. The collection of a

public library documents department close

to a university library that has been a

depository since 1895 will be quite different

from that of one in an isolated small town.

Depositories are encouraged to be aware of

neighboring collections and to actively

coordinate item number selection to provide

the best coverage of Government

information for their Congressional district.

Such cooperative arrangements should be

delineated in the collection development

policy. Many states haye also developed a

written state plan for documents which can

provide overall guidance on collection

development issues. Copies of existing

state plans are available from either GPO or

your regional library.

3. Local Considerations

Internal factors of space and budget

inevitably affect the extent of any

documents collection. Your ability to buy

and house a back run of Agriculture

Decisions, for example, might influence

your decision to select the current issues of

that title. It might be better simply to refer

patrons to another library where the whole

run is available. Even if you are fortunate

to obtain a back run for the cost of postage

from a library discarding the set, there are

other costs to be considered: staff time for

requesting and processing the materials, the

cost of shelf space and maintenance, and

the cost of providing additional, expensive

index access. In an era of increasing

reliance on electronic resources, the

library's ability to provide necessary

hardware, software and technical expertise

is also a consideration in collection

development decisions.

B. Writing the Policy Statement

After considering user needs, local

resources, andyour library 's individual

goals and situation, the next step in

preparing a collection development

policy statement is to prioritize the

subject areas to be acquired.

After considering user needs, local resources,

and your library's individual goals and situation,

the next step in preparing a collection

development policy statement is to prioritize the

subject areas to be acquired. A simple list of

subjects your library will collect is usually not

sufficient. A policy establishing priorities

among areas to be collected will determine the

depth of collecting in each area.

Collection levels might be light in areas in

which your patrons have no interest and

exhaustive in areas of high interest. In areas

with the highest priority, you would acquire

everything available, regardless of age, type,

amount, or format. In between will probably be

a great many areas where you need some but not

all of the materials available.

Subject areas should be ranked by the

importance they have to the library users.

Selection decisions should also be guided by the

basic list of titles in the Guidelines and the core

collection list in Appendix A of this Manual.
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Chapter 2 - Collection Development

1. Agencies and Subjects

In dealing with Government publications,

you will need to think in terms of agencies

more often than subjects, as that is the way

the List of Classes is organized and the

way the item numbers (units of selection)

are established. The item cards will give

you useful explanatory information, but if

you are unsure of the kind of publishing an

agency does, check the description of the

agency in the United States Government

Manual. From the description of the

agency's mission you can often determine

the range of subjects covered in its

publications. -

2. Format

With increasing frequency, you must choose

not only whether or not to receive an item

but also whether you want it in microfiche,

paper, or electronic format. Little-used but

voluminous material (such as the

Congressional bills) make good microfiche

selections as they save shelf space and are

not inconvenient to use. Microfiche is also

less expensive for GPO and the issuing

agencies to produce. It is usually best to

provide paper copy for frequently consulted

material, bibliographic tools, and heavily

used reference volumes.

Microfiche selections require the

availability of reliable readers and

reader-printers. The choice of electronic

format requires consideration of the need

for technical expertise for both patrons and

library staff as well as availability of

appropriate hardware and software. The

possibility of cost sharing for

telecommunications charges and other fees

may also become an important concern in

selecting electronic information sources.

3. Non-Depository Materials

Vast amounts of government-produced

information are also being made available

through commercial sources. In these

cases, the question of whether to receive the

publications through the Federal Depository

Library Program or by purchase will arise.

Although the depository item has a distinct

cost advantage, it may be that a commercial

vendor can supply the material more
quickly, in a more useful format, or with

superior indexing, so that the balance might

be tipped in favor of purchase. It is

probably wise to remain as flexible as

possible in this area since, almost weekly,

there are announcements of Government

publications available commercially,

frequently in interesting new "packaging."

In addition to commercially-produced

depository documents, there is also a wide

variety of non-depository Government

publications available from private

publishers and Federal agencies. You may
wish to include these materials in your

collection as well.

Should you decide, for reasons of space or

other needs, to substitute microform copies

for any depository holdings, Chapter 4 of

the Instructions to Depository Libraries

provides guidance.

4. Accessibility

It is essential to consider the question of

accessibility in deciding whether to acquire

particular items. While the Guidelines for

the Depository Library System clearly

require libraries to maintain a basic

collection of current and retrospective

catalogs and indexes, both Government and

privately published, many depository

materials require specialized access tools.

It does little good to select such material if

library patrons cannot make use of it.

Federal Depository Library Manual 12
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In some instances the necessary reference

tools may be available on deposit, but in

others, libraries will need to turn to

privately published sources. If your library

does not have the required access tools,

whether public or private, you should

carefully consider whether you should select

the item.

5. Location

You may wish to expand your collection

policy to include not only information on

what will be acquired but also how it will

be processed and stored. Here you might

note if the documents collection is largely

separate or integrated, if selected documents

are placed in various reference or

specialized collections, and if multiple

copies of heavily used titles are purchased.

If your depository participates in the

selective housing program described

elsewhere in this chapter, you might wish

to include this information in your

collection policy statement.

6. Referral and Use of Other Resources

After deciding what your depository will

acquire, a well developed collection policy

should also address the issue of how to

handle the needs of patrons who require

Government information you have not

selected. Statements concerning inter-

depository coordination of selections,

availability of local resources, and

procedures for referral or interlibrary loan

services should be part of your collection

development policy.

7. Disposal of Government Publications

With Governmentpublications, there

is another critical consideration:

Government publications received

through the Federal Depository

Library Program are not the

property of the receiving library.

Few things have value forever; so, just as a

collection policy addresses the process of

what to acquire, it should also specify what

should be discarded or "weeded" and when.

Generally speaking, this is a matter of

applying the selection process factors in

reverse (what you select most you discard

least) with some additional consideration of

the actual use of the material.

With Government publications, there is

another critical consideration: Government

publications received through the Federal

Depository Library Program are not the

property of the receiving library. The

Government distributes the publications in

an effort to inform the public but has not

given them to the libraries.

By law, Congress is in a position to control

the library's treatment of the publications.

Title 44 of the United States Code states

that depository libraries may dispose of the

publications after retention for five years

under section 1912 if the depository is

served by a regional depository library.

Chapter 19 goes on to say that "the libraries

designated as regional depositories may
permit depository libraries, within the areas

served by them, to dispose of Government

publications which they have retained for

five years after first offering them to other

depository libraries within their area, then

to other libraries. "(44 USC 1912).
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This means that depositories need to work

closely with their regional in the process of

discarding publications. Regionals may
compile discard lists from the depositories

in their region at given intervals and

circulate them so that a library may have an

opportunity to fill gaps from another

library's discards. If there are no takers,

the regionals usually will give permission to

discard.

Superseded documents may be discarded

without permission upon receipt of a new

edition or revision. Further information on

the disposition of depository documents can

be found in Chapter 4 of the Instructions

to Depository Libraries. Titles of

depository documents which should be

discarded as they are superseded or revised

appear in the Superseded List.

8. Evaluation

As Government information and user needs

are constantly changing, no collection

policy should be written and then forgotten.

Regular review and evaluation are

necessary to see that a policy is functioning

properly. Reviews can utilize built-in

performance measures to record how often

the collection meets or does not meet user

needs and in what areas, or they may be

more informal, but some review process

should be incorporated into the collection

policy statement. A mechanism for regular

evaluation and feedback will provide you

with an opportunity to adjust the collection

policy to make sure your judgments about

selection and de-selection are correct.

9. Sources for More Information

Several articles and books based on

research in collection development for

Federal depository libraries have been

published, for example:

Hernon, Peter, Developing Collections

of U.S. Government Publications,

Greenwich, CT: JAI Press, Inc., 1982.

Management of Government

Information Resources in Libraries.

Diane H. Smith, ed. Englewood, CO:
Libraries Unlimited, 1993.

Morton, Bruce, "Toward a

Comprehensive Collection Development

Policy for Partial U.S. Depository

Libraries," Government Publications

Review, vol. 7A, no. 1, 1980, pp.

41-46.

Thomas, Virginia C. "Formulating a

Federal Depository Collection

Development Statement: Guidelines for

Academic Law Library Survival," Legal

Reference Services Quarterly, vol. 11

(1/2) 1991, pp. 111-126.

Suggested core collections for small and

medium academic and public libraries and

for all law libraries appear in Appendix A.

These core collections, which are meant

only as suggestions, are based on the best

judgment of a group of experienced

documents librarians.
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Section 2

Selective Housing of Documents

A depository library may transfer

current or retrospective materials to

another library through an option called

selective housing.

A. Responsibilities and Requirements

Depository materials located in selective housing

sites are subject to the full range of depository

standards and remain the responsibility of the

designated depository library. This is the case

whether the documents are routed through the

designated depository or mailed directly to the

selective housing site, as can be the case with

USGS and DMA maps, Department of Energy

microfiche, etc.

A depository library may transfer current or

retrospective materials to another library through

an option called selective housing. A library

participating in this option, and receiving

depository materials from a depository library,

may be a branch library of the same institution

as the depository library, another depository

library, a public or academic library, or a

special library. A formal agreement between the

parties must be signed if the host library is not

within the administrative purview of the

depository offering the material for selective

housing.

The advantages of selective housing are that it:

1) Places documents in areas that allow for

wider usage and greater accessibility;

2) Increases the scope of the available

collection, thereby providing a larger

number of publications and a greater

level of public service;

3) Enhances the capabilities of participating

libraries to develop retrospective or

current subject, series, or agency

collections; and

4) Alleviates space problems at

participating institutions.

Depository materials located in selective

housing sites are subject to the full

range of depository standards and
remain the responsibility of the

designated depository library.

1. Record Keeping

It is important that the primary depository

library's records clearly indicate the

location of those items covered by the

selective housing program; the shelflist,

item number records, and other files must

indicate location.

The receiving library must also keep

records indicating the source of the

materials, and the depository items should

be clearly identified. These records must

be kept down to the piece level, e.g. all

depository maps, slip laws, slip opinions,

etc., must be individually recorded.

It is not necessary, however, that the

depository maintain the official holdings

record for material selectively housed

elsewhere. The official holdings record

may be kept at the selective housing site, if

it saves staff time and can be done in

accordance with the Instructions.
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1. Access

All depository publications must be

made available to the generalpublic

free of charge.

All depository publications must be made

available to the general public free of

charge. A twenty-four hour retrieval time

for depository patron use of selectively

housed material is a good objective.

3. Selection

Depository libraries participating in

selective housing arrangements should bring

new survey items to the attention of the

staff of the receiving libraries and assist

them in selecting items. A schedule should

be developed for adjusting the selection of

items covered by the selective housing

agreement. The schedule should coincide

with the Federal Depository Library

Program annual item selection update

scheduled by the Government Printing

Office.

4. Discard

Depository publications may be discarded

only according to established procedures.

The "parent" depository library is

responsible for the disposal of documents

located in selective housing libraries.

. Selective Housing Agreement

When a depository library enters into a

selective housing arrangement with other

libraries, there must be a formal written

agreement with each selective housing site.

Each selective housing agreement must

specify that the receiving library agrees to

adhere to the policies of the Federal

Depository Library Program set forth in

Title 44, United States Code, the

Instructions to Depository Libraries, the

Guidelines for the Depository Library

System, the Superseded List, etc. The

agreements should also specify:

1) The justification for the transfer;

2) The duration of the agreement;

3) Conditions for the termination of the

agreement;

4) The manner in which the collection

will be maintained and organized

according to the Instructions;

5) Guarantees of free access by the

general public;

6) Arrangements for interlibrary loan

cooperation; and

7) The procedure to be followed in the

event the agreement is dissolved.

Selective housing agreements must be signed by

directors of both libraries involved, with copies

sent to the regional depository library and to the

Depository Services Staff at LPS.

A sample memorandum of agreement follows.
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Agreement for Selective Housing of

U.S. Depository Documents

This AGREEMENT is made on (date) by and between (lending) Library and (receiving) Library.

This Agreement is entered into for the purpose of: (specify)

The documents are lent for (specify time) but remain the property of the U.S. Government Printing Office imder

the control of (lending) Library.

In pursuance of this Agreement (receivmg) Library agrees to:

1) Assign the responsibility for carrying out the provisions of this Agreement for the U.S. Government

publications deposited or loaned by (lending) library to the (Reference, Medical, etc.) Librarian of the

(receiving) library.

2) Make available for free and unrestricted use all U.S. Government publications to the general public.

3) Lend to (lending) Library any U.S. Government publication that is selectively housed for a period up to

(specify length of time).

4) Maintain all U.S. Government publications selectively housed in compliance with Title 44, United States

Code; Instructions to Depository Libraries; Guidelines for the Depository Library System,

Superseded List, etc.

5) Inventory, identify, and maintain a public record of the U.S. Government publications selectively housed

under this Agreement.

6) Retain any classification numbers, stamps, and notes as supplied by (lending) Library.

7) Return to (lending) Library all U.S. Government publications which were selectively housed and which

are no longer considered useful.

8) Replace any lost document,

(lending) Library agrees to:

1) Transfer and continue to send documents which include, but are not limited to (specify publications of

agencies, series, subjects, etc.) to (receiving) Library.

2) Keep records indicating the location of documents mvolved in this Agreement.

3) Abide by any borrowing Agreement made with (receivmg) Library.

4) Provide selection lists and surveys and assist the (receiving) Library with development of the collection.

5) Accept all documents upon termination of this Agreement.

This Agreement may be terminated by written notice from either party (specify) days in advance before all

documents are returned to (lending) Library.

Director: (signature) (date) Director: (signature) (date)

(lending) Library (receiving) Library
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Section 3

Suggested Core Collections

The core collection list in Appendix A is

annotated to indicate titles strongly

recommended for selection by small and medium

public libraries, small and medium academic

libraries, and law libraries. Large public and

academic libraries would select most of the titles

indicated for their type as a matter of course.

Other types of libraries should review the list

and select any titles that seem pertinent to their

mission and community.

Any titles which were discontinued as of June

1993 are omitted from the list.

A "small" collection is defmed as one with up to

150,000 volumes. A "medium" collection is

defmed as containing 150,000-600,000 volumes.

A. Small/Medium Public Library

The core list titles were chosen by librarians at

nine public libraries across the U.S.:

Arlington Public Library (Texas)

Harrington Public Library (Rhode Island)

Cleveland Heights-University Heights

Public Library (Ohio)

Forsythe County Public Library (Wmston-

Salem, North Carolina)

Gadsden Public Library (Alabama)

Glendale Public Library (Arizona)

John F. Kennedy Public Library (Vallejo,

California)

St. Charles City-County Library (Missouri),

and

Thrall Library (Middletown, New York).

The Government documents collection

in a public library should be chosen to

meet the broad information needs ofthe

community and Congressional district

served.

The Government documents collection in a

public library should be chosen to meet the

broad information needs of the community and

Congressional district served. Although there is

really no substitute for an actual assessment of

community needs, materials should be selected

in the areas of consumer affairs, health, small

business and entrepreneurship, general statistical

and demographic information, and current events

issues. Additional factors, listed below, should

also be weighed in building a depository

collection:

1) Community interests and industries

central to the local economy;

2) Prevalence of particular demographic

groups;

3) Popular titles covered by indexes such as

Reader's Guide to Periodical

Literature;

4) Geographic location within the state and

the role of the library in statewide

interlibrary loan;

5) The services offered by the regional

library serving the area and its proximity

to the library;

6) Location and size of other depositories

in the region and the level of cooperation

with those depositories;

7) The limitations of staff and space; and

8) Local school and community college

needs.
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Special attention should be paid to item numbers

which are subdivided by state. These items are

listed with "(nos.)" at the end, rather than the

specific number, i.e. "0156-B-(nos.)." Several

strategies may be employed in selecting these

items:

1) Select only those items for the state the

library is located in, plus the U.S.

sunmiary;

2) Select the home state and the surrounding

or contiguous states, plus the U.S.

summary;

3) Select the home state and other states in

the Federally defined region plus the U.S.

summary; or

4) Select all available items.

In an attempt to present a broad range of

selections, the core list errs toward the

inclusive. It can be used as a benchmark for

startup collections but should also be consulted

when evaluating existing collections.

B. Small/Medium Academic Library

In developing the suggested core list for an

academic collection, certain assumptions and

biases were inevitably incorporated. A small

academic library was assumed to be a liberal

arts institution which selected approximately

20% of the active item numbers. A medium

academic library selected about 40% of the

active item nimibers. Another basic premise

was that, although all publications are not

selected, a depository library should be able to

identify and/or locate whatever information is

requested. Therefore, many of the agency

telephone directories, bibliographies and lists of

publications, and annual reports are part of the

core collection. Other factors considered were

whether the periodical titles were indexed in

commercial indexes likely to be found in small

academic libraries, and whether the publications

were listed in the Guidelines for the Depository

Library System. (That listing of the Basic

Collection is now included in Appendix C of this

Manual.)

Criteria which the depository in a small

academic institution should consider when
selecting items to enhance a core collection are

as follows:

1) The curriculum of the institution;

2) The research interests of the faculty;

3) The subject strengths of the library's

general collection;

4) The type and variety of extracurricular

activities;

5) The economic base of the community

which the library serves;

6) Demographic characteristics of the

population served;

7) The physical environment in which the

library is located (farming, forests, etc.);

8) Other characteristics of the community

(urban or rural, historic, business and

manufacturing, recreational sites and

interests;

9) The distance to other selective depository

libraries or a regional depository library;

10) Local or regional cooperative acquisition

programs; and

11) The number and existence of local,

regional, and state Government agencies

in the community.

The core collection items marked "L" and "P"

may also be useful in building a depository

collection or in conducting an evaluation of an

existing collection.
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C. Law Library

A suggested core collection may be useful either

as a starting point for law library depositories

building a Government documents collection

with a legal focus or as an evaluation tool for

comparing their own selection patterns. In

making selections based on or beyond this core

list, law library depositories need to consider the

following factors:

1) Unique characteristics^of the library's

primary patrons;

2) Information needs of citizens in the local

community and in the Congressional

district (selection patterns of the highest

state appellate court libraries may differ

somewhat, since they are excused by law

from public access requirements);

3) Proximity to other selective depositories

and to the regional depository library.

As they develop their depository

collections, law libraries are encouraged

to try the following strategies:

a) Cooperation with other nearby

selectives, ensuring that users in the

local area have access to a wide

range of Government information;

b) Establishment of a selective housing

arrangement with a non-depository

library in the area to meet local

needs; and

c) Evaluation of existing collections by

comparing selections with the

suggested core collection list. This

core list was derived from data in

the Government Printing Office

Automated Item Number File for

the 219 law library depositories.

Of this number, 157 are law

libraries in academic institutions

and 62 are law libraries of other

types, such as court libraries and

state law libraries. The "typical"

law library depository selects about

13% of the available item numbers.

The differences in the selection patterns of

depositories in academic law libraries and of

those in other settings are not particularly

pronounced. Most academic law library

depositories, however, choose to receive annual

reports from a number of agencies, depending

on the mission of the institution. Other law

libraries seem to place more emphasis on

various lists, directories, rules and forms.

In order to build a limited legal interest

depository collection, certain categories of item

numbers may be avoided because they contain

materials of limited or ephemeral value to a law

collection or because the collection already

contains multiple copies of commercially

annotated versions of such materials as Federal

statutes and regulations. A law library may
wish to omit:

1) General Publications

2) Handbooks, Manuals and Guides

3) Laws

4) Regulations, Rules and Instructions.

Obviously exceptions to omitting these

categories may be made. For example, agency

versions of laws and regulations have been

selected by many law libraries (see items

0539-A, Federal Trade Commission, and 0726,

Immigration and Naturalization Service).

Likewise, the selection of the Regulations,

Rules, Instructions categorj/ may be a useful

choice in the case of court publications (see

items 0729-A, Administrative Office of U.S.

Courts, and 073 1-B, United States Court of

Claims). Agency decisions also remain popular

selections for law libraries, even though the

distribution has changed from paper to

microfiche format in recent years.

Basic titles recommended in of the Guidelines

for the Depository Library System (revised

1987) have all been included in this core list.

One title, Census Catalog and Guide (item

0138, C 3.163/3:), merits special consideration

for selection. Although not indicated in the core

list, the addition of Census materials for the

home state would enhance the law library's

selection profile.
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A few titles may appear in the core list for law

libraries only because they are attached to the

same item number as another, law-related, title.

For example, items 0002 and 0512-A-24

contain agency decisions and other materials of

less value in a law-focused collection. Omitted

from this list is "all libraries" item 0556-C,

since it is part of the selection profile of every

depository.

Publication format selection should be

thoughtfully determined. The following

examples are possible choices:

1) Code of Federal Regulations and

Monthly Catalog in paper format.

The increasing numbers of publications in

CD-ROM and other electronic formats are

certain to play a significant role in selection

patterns of law libraries. Law library CD
collections will no doubt include such legal

information sources as the Congressional

Record, Federal Register, Code of Federal

Regulations, and U.S. Supreme Court opinions

as these publications become accessible

electronically to depository libraries through the

Federal Depository Library Program.

2) Congressional Record: daily issues,

Daily Digest, and the fmal Index in

paper format; fmal Record in

microfiche.

3) Congressional hearings, especially those

of the House and Senate Judiciary

Committees, in microfiche format.

(Many law libraries purchase complete

collections of Congressional hearings

from commercial vendors.)
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Chapter 3

Maps
Section 1

USGS, DMA, and NOS Maps

Maps can portray complex
environmental data with such economy

of color, line, and word that they

always represent a wise use of library

space and staff time.

Maps are no strangers to depository libraries;

they have been distributed by the Government

Printing Office since the beginning of the

Federal Depository Library Program. These

depository maps have appeared as complete

atlases, folded pamphlets, flat map sets and most

often as illustrative material folded away into

pockets at the back of environmental impact

statements, geological reports, and other

documents. The Forest Service, Soil

Conservation Service, Central Intelligence

Agency, Bureau of the Census, and National

Park Service are only a few of the many Federal

agencies that have distributed their maps to

depository libraries through GPO for years.

Maps can portray complex environmental data

with such economy of color, line, and word that

they always represent a wise use of library space

and staff time. In addition, the need for maps

and the information provided by them continues

to increase, particularly among individuals

involved in recreation land planning and

environmental studies.

The status of maps in the Federal Depository

Library Program changed dramatically beginning

in 1983. Two large map issuing agencies of the

Federal government, the U.S. Geological Survey

(USGS) and the Defense Mapping Agency

(DMA), which until then had conducted their

own separate depository programs, agreed to

make their map products available to all

depository libraries.

// is now possible for depository

libraries to select up to 3,500 maps per

year from USGS and DMA-maps that

until 1983 were only available to them

through purchase or other non-GPO
arrangements.

It is now possible for depository libraries to

select up to 3,500 maps per year from USGS
and DMA—maps that until 1983 were only

available to them through purchase or other non-

GPO arrangements. Similarly, the National

Ocean Service (NOS) map depository program

ceased as of October 1, 1988, and their nautical

and aeronautical charts of the United States and

possessions became available through the

Federal Depository Library Program.

Because depository maps have been treated by

GPO in the same manner as the majority of

other documents, they have created few

problems in depository libraries. They are fully

cataloged and appear in the Monthly Catalog,

facilitating reference work.
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A. USGS Maps

Every major map series produced by the USGS
is available for selection, and annotations appear

on item cards and in the Union List of Item

Selections (MF). USGS ships maps from its

map distribution center in Denver, Colorado

every two to three weeks. Shipments typically

contain 20 to 70 maps depending on whether the

maps are shipped flat or folded.

Map products offered for selection fall into five

broad categories:

Geologic and Hydrologic Maps

Status and Progress of Operations Maps

Quadrangle Maps

Special Topographic and Other Map Series

Land Use, Land Cover and Associated

Maps

1. Geologic and Hydrologic Maps

In most mailings, the different geologic and

hydrologic maps in this category are

shipped folded in 30 x 24 cm. manila

envelopes with the title and series number

printed on the front. Exceptions to this

shipping format are made for the occasional

oversized maps. The Index to Geologic

Mapping of the United States (I 19.86:),

formerly available under item 0619-G (I

19.41/6:), is now shipped under item 0619-

G-28. All other titles included in this

category are items offered for selection. It

is estimated that between 145 and 355 titles

will arrive annually if all items are selected.

2. Status and Progress of Operations

Maps

Without exception. Status and Progress of

Operations maps portray the status of

various map series using a base map of the

United States. They are sent folded.

Important state index maps identifying each

individually published 7.5-minute

quadrangle are not included in this

category. (See Map Indexes later in this

section.)

3. Quadrangle Maps

Some 1,200-1,500 new and revised maps

are produced each year for the entire

United States, making this the largest group

of maps available for selection.

Quadrangles are most frequently the 7.5

minute series topographic quadrangles.

However, they may also be planimetric,

bathymetric, orthophoto quadrangles, etc.

Individual states can be selected. Libraries

might consider simply buying maps for

neighboring states. For instance, a Florida

depository library may wish to select only

the state of Florida maps and purchase a

few quadrangle maps of Georgia that border

on Florida, instead of selecting the item

number for the whole state of Georgia.

The USGS 7.5-minute series and 1:63,360

scale series quadrangles, as well as the

1:50,000 scale quadrangles cooperatively

produced by the USGS and the DMA, are

available. One item number is assigned to

all the quadrangle maps for each state. If

one of these three series is selected, then all

three are received.

Quadrangles are large scale maps. The 7.5-

minute maps employ the scale of 1:24,000

and less often 1:25,000 (1 inch on the map
equals about 2000 feet on the ground). On
the 1:63,360 scale maps, 1 inch on the map
equals 1 mile on the ground. The DMA/
USGS quadrangles carry a scale of

1:50,000.
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4. Special Topographic and Other Maps

This category includes the two 1:250,000

scale series of the United States and Alaska;

five different map series covering

Antarctica; four versions of state maps;

National Park Service maps; slope maps;

country maps; 1:100,000 and 1:1,000,000-

scale maps of the United States; separate

pages from the National Atlas; and a

l:100,000-scale Bureau of Land

Management series in two versions, land

ownership and land/minerals ownership.

Most of these are large sheet maps

impossible to integrate fully with the

traditional documents collection.

1. Aeronautical and Nautical Charts

DMA produces aeronautical and nautical

charts for all areas of the world except the

United States, its territories and

possessions. The primary purpose of

aeronautical and nautical charts is to serve

as tools for air and water navigation. In

addition to the navigational information and

instructions, there is other information of

general interest. For instance, a nautical

chart of the Caribbean portrays information

essential to the navigator as well as some
detailed information about bays, inlets, and

cultural features.

5. Land Use, Land Cover, and

Associated Maps

2. Other DMA Maps

DMA's other maps include special map
series that show geography, political areas,

or border outlines, or that act as

navigational plotting charts.

These maps are most often shipped in 30 x

24 cm. manila envelopes with the title and

series number printed on the front. The

maps depict various features such as

factories, cities and highways, or forest

land and pasture. Associated maps include

political units, corrected hydrologic units

after 1983, county subdivisions, and

Federal land ownership.

B. Defense Mapping Agency Maps

A complete set of DMA maps and charts

consists of 4700 pieces. If your library were to

select all products, you would not receive an

initial distribution of each map and chart, but

would receive new and revised products when
published. A complete set equates to

approximately 450 pieces per year.

The DMA allows some latitude in defining

selections since DMA offers little in the way of

domestic mapping. The maps and charts offered

for selection are categorized into three product

groups: aeronautical charts, nautical charts, and

other DMA maps

C. NOS Maps

The National Ocean Service produces

aeronautical and nautical charts for the United

States, its territories and possessions. Most of

these are dated serial maps, and are to be used

only until the date printed on each one.

Federal Depository Library Manual 26



Maps - Chapter 3

Section 2

Collection Development

Maps of a library's local area and

region will always be in much higher

demand than those of other states and

regions.

The selection of maps for most depository

libraries will probably fall under the same

general collection development policies which

have been established for an institution as a

whole. There are factors in the development of

map collections which should be considered and

which are specific to maps. The question of

circulation policy and securing the collection

will have to be addressed.

What effect will decisions in these areas have on

servicing the collection, reference work, public

access? Is there an ahemative to locked map
cabinets? Extra clerical help may be needed for

processing the increased number of maps and

may need to be seasonal depending on the

frequency of distribution of materials from

USGS, NOS, and DMA. Specialized supplies,

equipment or furniture for processing, handling,

storing, servicing, and using these materials

must be obtained. Light tables, map cabinets,

wall hangers, pigeon hole or other shelving

devices may have to be purchased.

A. Selection Considerations

Some other considerations, more specific to

selection of the maps themselves, are given

below.

1) All regional depository libraries must

select all map series unless selective

housing arrangements have been made to

designate another library to receive the

regional' s maps. Selective depositories

may also make arrangements to

designate another library to receive

maps, as well as other depository

materials.

2) Maps of a library's local area and region

will always be in much higher demand

than those of other states and regions. If

it is possible to select a series by state, a

library in, for example, New Jersey

should consider whether it really needs

detailed coverage of Texas or other far

away states. Would the state maps alone

serve its users' needs?

3) The Bureau of Land Management (BLM)
only maps areas where it has

jurisdiction. Thus, non-public land

states such as Texas and the states

bordering the Atlantic (except Florida)

will never be mapped by BLM.

4) Selections may be added annually, when

LPS issues the item selection update.

Selections may be dropped at any time.

5) Maps of foreign countries offered by

DMA are revised as required. Outline

(plotting) maps are of limited use;

therefore try to be as selective as

possible.
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6) USGS maps are generally photorevised

every 5 to 10 years. The quadrangles

have a regulated 5-year revision cycle.

However, when necessary during that

cycle, "reprints with changes" are issued

without there being any change made to

the edition statement and date printed on

the map. A new USGS "imprint date" is

the only clue that changes have been

made. The older editions may be

superseded by the newer ones, but it is

recommended that "reprints with

changes," together with the original

edition, be held until a new edition is

issued and named as such.

7) NOS serial maps are revised frequently,

often every 28 to 56 days. NOS charts,

however, are revised only as needed,

rarely more than every other year.

8) Map depositories are subject to the

various provisions and guidelines of the

Instructions to Depository Libraries

and Title 44, United States Code.

A comprehensive item number list of maps and

atlases available for selection by depository

libraries is included in Appendix B.
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Section 3

Technical Processing

NOS aeronautical and nautical charts

should be stamped "Not to be used for

navigational purposes.

"

Pre-printed cards with numbered boxes are

devised for checking in USGS folded Geologic

and Hydrologic maps and Land Use and Land

Cover maps. Maps in these series are numbered

consecutively following the prefix: for example,

GQ-1365, HA-405, and L-204. Pre-printed

cards should also be used to record the annual

and semi-annual maps included in the Status and

Progress of Operations group.

For the technical processing of maps, follow the

general guidelines in Chapter 5, Bibliographic

Control. For maps arriving folded in manila

envelopes, be sure to stamp all pieces: the map,

any text that may be included, and the outside of

the folder. NOS aeronautical and nautical charts

should be stamped "Not to be used for

navigational purposes."

A. Statistics

It is suggested that libraries keep separate

statistics for maps arriving from the U.S.

Geological Survey, National Ocean Service, and

the Defense Mapping Agency.

B. Shelflist

Create a 3" x 5" shelflist card or automated

record for each map series selected. Make
additional records for maps received in each of

the following series from the USGS:

1) State Map Series (all four types)

2) National Park Series

3) Slope Maps

4) National Atlas Separates

Maps received in other series can be more

accurately recorded on collective check-in or

other pre-printed shelflist cards. Making a card

for all maps arriving in the library would be

inefficient. Form cards, however, have only a

limited amount of space for recording

information and may have to be supplemented

with other forms or cards.

C. Map Indexes from USGS

Map indexes are essential for both the

processing and retrieval of maps. A library can

seldom have too many indexes. Even if a

library selects and receives all available map
series and their indexes covering its state or

region, it must also allow for possible user

requests for information concerning the

availability of maps outside the library's

collection interests. Map indexes will readily

supply this information and are therefore

indispensable in providing effective reference

service.

These indexes differ in their method of

selection, distribution, and coverage.

Two are available for selection under their own
item number and cover map series distributed

under different item numbers. These are:

Item 0619-G-13 (I 19.96:) "Index to

Intermediate Scale Mapping," which serves

as the index map for the 3 following series:

1) 1 : 100,000-scale topographic quadrangles

(USGS) [Item 0619-G-25, I 19.110:]

2) 1 : 100,(X)0-scale land/minerals ownership

quadrangles (BLM) [Item 0619-G-16, I

53.11/4: and I 53.11/4-2:]

3) County map series (USGS) [Item 0619-

P-01 to -53, I 19.108:]
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Item 0619-G-14. Three map indexes are

issued under this item number:

1) Index to Orthophotoquad Mapping

2) Index to USGS/DMA 1:50,000 scale

Quadrangle Mapping, and

3) Index to Land Use and Land Cover

Maps and Digital Data.

The first 2 indexes cover maps which are

distributed together with the standard USGS
quadrangles under item 0619-M-Ol to -53. The

last covers Land Use and Land Cover maps

distributed under item 0619-G-27.

There are 5 other map indexes that are not

explicitly depository items, although the USGS
will distribute them as they are issued, upon

request. The major indexes are listed below.

1) Index of Small-Scale Maps of the United

States. Indexes the following map series:

United States Series of Topographic

Maps, 1:250,000 (Exclusive of Alaska).

Item 0619-G-17

State Map Series (Planimetric

1:500,000). Item 0619-K-Ol to -53

State Map Series (Shaded Relief,

1:500,000). Item 0619-K-Ol to -53

National Atlas Separates (Reference

Maps) 1:2,000,000. Item 0619-G-26

2) Index to USGS Topographic Map
Coverage of the National Park Series.

Item 061 9-G-21

3) Antarctica Map Index. Indexes all five

Antarctica series. Item 0619-G-19

5) Individual State Map Indexes. The USGS
issues a new booklet index which consists

of a foldout index for locating quadrangle

areas by map name and scale. Each map is

identified by an alpha-numeric code which

is used by USGS to store and locate maps

in the warehouse. This alpha-numeric code

appears on the USGS shipping lists.

Libraries should request individual state map
indexes and not wait for the USGS to send

them. State map indexes include much
information indicating where maps can be

purchased locally over the counter, as well as

addresses of map libraries in the state. They

also index all the major USGS maps covering

the state.

Librarians should also request a supply of USGS
map order forms to enhance reference service.

Map indexes and order forms are available

from:

Map Distribution Branch

U.S. Geological Survey

Box 25286, Federal Center

Denver, CO 80225

To keep track of USGS maps, refer to the

annual Publications of the Geological Survey,

(item 0623; I 19.14:) and to the monthly list of

new publications and maps, New Publications

of the Geological Survey, (Item 0622;

I 19.14/4:).

Also available under item 0623 is the pamphlet

Price and Availability List of U.S. Geological

Survey Publications (I 19.41/9:). This

pamphlet is updated and printed annually, and

will enhance reference service because it

provides current prices of all books and thematic

maps available.

4) Alaska Map Index. Indexes Alaska

l:250,000-scale series. Item 0619-G-18

Alaska 1:25,000 and l:63,360-scale

topographic maps. Item 0619-M-02
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The cumulations and the pamphlet are available

from:

Books and Open File Reports Section

U.S. Geological Survey

Box 25425 Federal Center

Denver, CO 80225

When maps arrive, annotate the appropriate map
index to indicate holdings. For maps too new to

be found on the index map, write in the

quadrangle name and date on the index. As

holdings are noted on the map index, the index

will then not only serve as a reference tool for

locating maps, it will also function as a holdings

record for the library.

D. Catalogs of DMA Products

The nautical and aeronautical products offered

by the Defense Mapping Agency (DMA) to

depository libraries are listed in the DMA
Public Sale Nautical Charts and Publications

catalog (item 0378-E-ll) and the DMA
Aeronautical Charts and Publications catalog

(item 0378-E-08). These catalogs, published by

the National Ocean Service (NOS), are

distributed by GPO. These catalogs provide

NOS stock numbers for DMA products. A
cross reference to DMA stock numbers is

provided in the catalogs. Librarians should use

the cross reference guide when purchasing

DMA map products. Libraries should use the

List of Classes and the corresponding item

numbers to select maps from the Federal

Depository Library Program.

DMA Public Sale of Topographic Maps and

Publications (item 0378-E-06) is now published

by USGS but distributed by GPO. The

aeronautical catalog and the topographic catalog

are each one volume catalogs. The nautical

charts catalog comes in nine regionalized

volumes with each one containing a

miscellaneous publications section.

The DMA continues to make automatic

distribution of the map and chart products

direcdy to depository libraries. GPO supplies

DMA with computer printouts containing

depository library item selections.

E. Sorting, Cataloging, and Shelving

As mentioned earlier, maps that arrive folded

are suitable for interfiling on regular document

shelves. This includes USGS geologic and

hydrologic maps, and land use and land cover

and associated maps. National Ocean Service

maps, and the DMA aeronautical charts.

SuDocs numbers appear on shipping lists

accompanying maps which GPO distributes.

For maps shipped directly from other agencies,

the SuDocs numbers can be found in the

Monthly Catalog. Alternatively, the number

can be constructed by following the guidelines in

the GPO Classification Manual, chapter 6.

Libraries storing maps separately from the

depository collection may wish to classify them

according to the Library of Congress "G"

Schedule. The Library of Congress accepts

GPO's cataloging for maps. When a catalogmg

record appears in the Monthly Catalog for a

certain map series, use that record and add a

Library of Congress "G" classification number

to it. You may want to collaborate with your

own technical services department in order to

find the most acceptable way to catalog maps.

Another possibility for sorting topographic

quadrangles is to group the quadrangles by state

and alphabetize quadrangles within the state,

relying on the individual state map indexes to

access maps in these series. Another alternative

is to file them according to the alpha-numeric

code printed on the maps. For the other United

States map series, alphabetize the quadrangles

within each series. The Antarctica map series

should be sorted by scale and map number.

Keep indexes near the maps.
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The Defense Mapping Agency and the National

Ocean Service rely solely on map numbers, so

keep all series together and file by the number.

Keep the map indexes handy.

The best method of storing maps is flat in map
cabinets or vertically in plain files. The fewer

folds in a map the better. Rolling maps is

acceptable, but makes access and use more

difficult.

F. Claiming

A library may claim replacement copies

for only those maps which it selected

and that have been issued since the

library became a depository for maps.

With each depository shipment, USGS supplies a

shipping list that carries the item number, state

sequence number, map title, and scale

information. Claim any missing publications by

returning a copy of the list with the missing

publications circled.

A library may claim replacement copies for only

those maps which it selected and that have been

issued since the library became a depository for

maps.

GPO will maintain item selection records for

participants in the depository map distribution

programs. For problems with claims, receipts

of replacements, miscellaneous requests,

questions or other difficulties with distribution

under the USGS program, contact:

All correspondence or telephone calls to

DMA must contain your DODAAC
account number, not your GPO
assigned depository library number.

To claim a DMA product which you have

selected, contact DMA Customer Service at:

DMA Combat Support Center

ATTN: PMSC
6001 MacArthur Boulevard (D-67)

Bethesda, MD 20816-5001

(301) 227-5518

Fax: (301) 227-2498

To be placed on automatic distribution via the

annual item selection update cycle, or to

discontinue an item selection, contact:

Library Programs Service (SLLA)

U.S. Government Printing Office

Washington, DC 20401

(202) 512-1153

Fax: (202) 512-1636

All correspondence or telephone calls to DMA
must contain your DODAAC account number,

not your GPO assigned depository library

number.

Federal Map Depository Library Program

U.S. Geological Survey

National Mapping Division,

MS 509 National Center

Reston, VA 22092

Phone: (703) 648-5907 or -6884
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Section 4

Further Reading

Two basic books on map librarianship deserve

the attention of the documents Ubrarian with

little knowledge of this specialized field. Mary

Larsgaard's excellent Map Librarianship, 2nd

edition (Littleton, CO: Libraries Unlimited,

1987), introduces the important subjects of the

field such as map cataloging and classification

schemes, map acquisition, care and storage of

maps, and public service, and also provides an

exhaustive bibliography, allowing readers to

explore every dimension of map librarianship.

Also helpful are the many appendixes including

addresses of map dealers, state map issuing

agencies, a sampling of manufacturers of map
room equipment, and a helpful glossary of map
terminology.

Guide for a Small Map Library by Barbara E.

Farrell and Aileen Desbarates, 2nd ed. (Ottawa:

Association of Canadian Map Libraries, 1984)

serves as a practical handbook addressed to

those who are not full-time map librarians.

Information is well compartmentalized so the

reader is able to pick and choose information

relevant to the question at hand. Proper

procedures necessary for the smooth operation

of a small map library are outlined and backed

up with numerous references. A thoughtful

review of this Guide will assure that a newly

formed map library will begin with the best

advice available today.

A search through the Library Literature index

will yield helpful articles on topics such as

selecting map reading tools, standards for

university map libraries, and map collection

development policies.

Charles Seavey has a good explanation of

"scale" in his article, "Collection Development

for Government Map Collections,"

(Government Publications Review, vol. 8A,

1981, pp. 23-24). His fmal point is worth

noting carefully: "the more detail of information

desired, the larger the scale of map which must

be obtained, the actual pieces of paper which

must be... stored and made accessible." This

point of view should help librarians with item

number selection and amendments.

Standards for map libraries are covered in the

Special Libraries Association Geography and

Map Division's Standards for University Map
Libraries, which is modeled on ACRL
Standards for University Libraries.

Additional sources of help are the following

organizations in map librarianship and their

bulletins:

Map and Geography Round Table

American Library Association

50 East Huron Street

Chicago, IL 60611

Baseline and Meridian

Geography and Map Division

Special Libraries Association

235 Park Avenue South

New York, NY 10003

Bulletin

Western Association of Map Libraries

Richard Soares, Business Manager

P.O. Box 1667

Provo, UT 84603

Information Bulletin and other sales items

Association of Canadian Map Libraries

c/o National Map Collection

Public Archives of Canada

Ottawa, Canada KIA 0N3
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Chapter 4

Electronic Publications

Section 1

Electronic Formats Available

The current trend within the Federal

Government to collect, store, and disseminate

information in electronic formats will

increasingly challenge depository libraries to

take advantage of the opportunities presented by

these formats. In many ways depository

libraries will manage electronic information

much as they have managed paper and

microformat products. Procedures for handling

item cards and files, shipping lists, claims, and

check-in, for example, will change little in

adapting to CD-ROMs and floppy diskettes.

On the other hand, electronic products will

demand some new solutions, such as

determining means for housing electronic

materials, selecting equipment and software,

devising collection development policies, and,

perhaps most difficult, establishing policies

regarding public access to depository

information in electronic formats. Providing for

public access is particularly difficult owing to

the intensive demands that electronic products

place on budgets and staff.

This chapter addresses issues that depository

librarians must consider in managing electronic

products. The central focus is on tangible

products, like CD-ROMs and floppy diskettes.

The chapter will also touch upon electronic

bulletin boards and other on-line data resources,

which will presumably increase in importance

over the coming years. The wide array of new
issues that arises as the information revolution

deepens cannot possibly be addressed at this

point.

A. History

For several years the Government Printing

Office, the Depository Library Council, and

depository librarians have worked to include

information formats other than paper and

microfiche in the depository system. This effort

has primarily been a response to the fact that

many Federal agencies are increasingly adopting

electronic formats for disseminating their

information resources. As early as 1981 the

Depository Library Council began investigating

with GPO the feasibility of providing free access

to this Federally produced information through

the Federal Depository Library Program, and in

1988, the Public Printer requested approval from

the Joint Committee on Printing to distribute

information in electronic formats.

In May 1991, the GPO's General Counsel issued

two opinions asserting that the GPO has the

authority and responsibility to disseminate

Federal information in electronic formats

through the Federal Depository Library

Program. These opinions are a reflection of

GPO's commitment to the procurement and

dissemination of electronic information products

and services.

The current trend within the Federal

Government to collect, store, and

disseminate information in electronic

formats will increasingly challenge

depository libraries to take advantage of

the opportunities presented by these

formats.
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B. Distribution

Electronic data products require

retrieval or user application software to

facilitate extraction or manipulation of

the data they contain.

The basic criteria GPO has adopted for

distribution of electronic products and services

are derived from discussions held at the fall

1990 Depository Library Council meeting and

from a subsequent survey published in

Administratiye Notes, vol. 12, no. 15, 6/30/91.

The following review summarizes the essential

features of GPO's electronic product

distribution.

Electronic products are usually distributed either

by specific titles and specific item numbers or

under general item numbers for "Electronic

Products." If necessary, products are sent under

"General Publications" item numbers. Libraries

are surveyed for their selections in advance of

distribution when possible.

Electronic products are shipped and listed on a

special "E" series of shipping lists. Other

sources of information about these products are

Administrative Notes, the Federal Bulletin

Board (202-512-1397), and the item surveys.

Electronic data products are distributed in the

manner in which they are provided by the

publishing agency. Electronic data products

require retrieval or user application software to

facilitate extraction or manipulation of the data

they contain. If no retrieval software is

provided by the agency, LPS distributes the data

without software, describing its software

requirements when possible. If public domain

(free) software is available, LPS either acquires

and distributes it when possible or provides

information about its procurement. Fees for

shareware software acquired by LPS for

distribution will be paid by LPS.

Paper copies of all CD-ROM documentation

describing the file structure of the data product

are obtained by LPS from the issuing agency

and distributed, even when such documentation

is also included on the disc. Although GPO
encourages agencies to produce electronic

products as "packages," depository libraries may
receive parts of some electronic data products at

different times.

Though explicit, these criteria will continue to

change as the Federal information environment

evolves. For example, because GPO has no

authority to manipulate the content, format,

documentation, or software of these products,

GPO may distribute electronic products that lack

adequate documentation or that are otherwise

incomplete or inadequate for the depository

library setting. At present GPO must distribute

the products in whatever condition they are

received from the agencies.

C. Collection Development Guidelines

Selectors must weigh the monetary costs

of selecting these items against the loss

ofthis information to theirpatrons ifthe

materials are not selected.

Because electronic products require special

equipment and expertise, and demand significant

amounts of staff time both in maintenance and in

reference service, selection of electronic

products often involves investments of resources

far greater than were required for traditional

paper and microfiche publications. For this

reason, librarians must be particularly

discriminating when selecting electronic items.

Selectors must weigh the monetary costs of

selecting these items against the loss of this

information to their patrons if the materials are

not selected. That loss is the enhanced

flexibility for searching and exporting

information in electronic formats. The

following discussion provides some general
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guidelines for selecting items in electronic

formats, and suggests alternatives that may allow

librarians to select some electronic items even if

they cannot afford the staffing and equipment

needed to provide ready access to the

information.

The rule of thumb for libraries that have the

financial, staff, and equipment resources

necessary to accommodate electronic products is

that they should select all electronic products

that fall within their overall selection

development strategy. For example, it would be

expected that a library which selects the

Monthly Energy Review and has the capability

to provide access to the electronic version of the

Review would select it instead of or in addition

to the paper item. Furthermore, if that library

selects most Census publications (in paper or

fiche) it would presumably select the various

Census CD-ROMs. On the other hand, a library

that selects no Health and Human Services

publications, though well equipped with

computing power to operate CD-ROMs, would

presumably not select the Center for Disease

Control's CD. The information on the CD falls

outside the library's collection plan.

1. Access

Depository libraries that do not have the

equipment, software, or staffing necessary

to provide in-house access to electronic

information must carefully consider several

alternatives before selecting (or not

selecting) electronic items. One alternative

to providing in-house access is circulating

electronic materials

As noted later under the heading "Backing

up Diskettes," CD-ROMs may be circulated

without undue concern for their physical

condition. Circulation of diskettes should

also be considered, though it must be noted

that the physical safety of the diskettes and

the integrity of the data are endangered.

Furthermore, viruses may inadvertently or

deliberately be written to diskettes during

circulation. Examples of items that may be

useful when circulated are the various

Census CD-ROMs, most of which have

software included on the CD and are

dBASE accessible, and the Department of

Energy's Monthly Energy Review on

diskette, which is also in dBASE.

A second alternative is to provide selective

housing for electronic materials off-site,

such as in a branch library that can support

the products. Other examples of selective

housing include an academic library housing

the Census TIGER/Line files in a

geography computer lab or a public library

housing the EPA's Toxic Release

Inventory (TRI) in a county or city

planning office. The ability of these

off-site locations to provide public access to

these products is crucial.
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In many cases an off-site location may
provide significantly better access to the

information than the depository library.

A Memorandum of Agreement must be

signed, and must clearly state the off-site

agency's responsibilities for providing

access, retention, compliance with Title 44,

United States Code, and with the

Instructions to Depository Libraries. The

arrival of electronic products should

encourage all depository librarians,

including those who have substantial

equipment outlays, to consider possibilities

for off-site housing of electronic

information. In many cases an off-site

location may provide significantly better

access to the information than the

depository library.

A third alternative-simply not to select the

material-should be adopted only after

careful consideration of the alternatives

mentioned above. In deciding not to select

on the grounds that resources are not

available to access the materials, librarians

must consider how likely it is that

equipment and staffing may become

available in the future.

Librarians must also consider whether

specific electronic products should be

selected simply to make them available even

though library staff cannot provide much
assistance with them. Many libraries

currently make such decisions with foreign

language materials. For a review of GPO
policy, see "Public Access in an Electronic

Environment" in Administrative Notes,

vol. 13, no. 12, June 15, 1992.
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Section 2

Technical Processing

Technical care for electronic products must be

of particular concern for depository librarians.

Three important considerations are

1) housing the materials;

2) making back-up copies of products when

appropriate; and

3) making the products available.

Tangible depository electronic products, such as

CD-ROMs and floppy diskettes, are the focus of

this section.

Processing considerations for information made

available through the Federal Bulletin Board and

other on-line Federal databases and bulletin

boards are addressed in the section on Electronic

Bulletin Boards.

A. Housing

Owing to their delicate nature, electronic

products, particularly floppy diskettes, should be

housed in environments that inhibit bending,

scratching, or crushing of the products and that

preclude exposure to dust and temperature

extremes. Generally speaking, electronic

products should not be shelved alongside other

materials on the regular shelves unless first

placed in some sort of packaging specially

designed to prevent damage. All such packaging

must clearly indicate that a diskette or other

electronic product is contained therein to warn

library staff not to desensitize the items during

circulation — the magnetic desensitizer will erase

diskettes.

It is anticipated that most libraries will procure

furniture or equipment specifically designed for

housing electronic products (much as they have

acquired microfiche and microfilm cabinets to

house microforms). Such furniture is readily

available from library vendors.

By being segregated into special housing,

however, electronic materials may tend to be

less visible owing to their isolation from

mainstream shelving. Therefore, some method

should be implemented to direct patrons to

electronic materials that are specially housed.

Notations on shelf-list cards, location indicators

on in-house catalog records, or placement of

dummies in the stacks are all successful in

clarifying the location of specially housed

materials.

Similarly, methods must be established to direct

patrons to paper documentation for the electronic

products if the documentation is shelved in a

different location, such as in the stacks.

Conversely, documentation shelved in the stacks

should be annotated to direct patrons to the

specially housed electronic products.

CD-ROM products are more durable than floppy

diskettes and are therefore much less a problem

in terms of storage. Although CDs are not

easily damaged, scratches and other surface

blemishes can ruin them. All CDs should be

stored either in plastic jewel box cases, in

CD-ROM caddies, or in paper slips (much like

diskette slips). CD-ROM cabinets are available,

both small multi-drawer table top units and full

height floor units. CD-ROMs can also be stored

in conventional microfiche cabinets if arranged

at an angle.
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B. Backing Up Diskettes

Back up copies must be made for all diskettes.

This is common practice with software and data

diskettes that are purchased from private

vendors. It is recommended that the original

diskettes be archived and that copies be used for

public access. If the computer can accommodate

both 5 1/4" and 3 1/2" floppy diskettes, another

measure of protection can be achieved by

backing up the archival 5 1/4" floppy diskettes

onto the more durable 3 1/2" diskettes for public

use or as circulating copies.

It is further recommended that users be

encouraged to copy rather than to circulate

diskettes. In all depository libraries that select

items on diskettes, the ability to copy diskettes

should also be available. An additional

recommendation is that the original and copy

diskettes be stored in separate locations.

Whether electronic products are allowed to

circulate or not is at the discretion of each

depository library.

Some depository datafiles and software may be

appropriate for loading on microcomputer hard

drives. Each library will necessarily decide

which products are appropriate for hard disk

storage in terms of their own use patterns. A
datafile that could be useful on a hard disk, for

example, is the Monthly Energy Review. A
depository software product that could be useful

if available on a hard drive is Epi-Info, a

database manager/statistical software package

distributed by the Centers for Disease Control.

Most depository datafiles will receive such

irregular use that loading them onto hard drives

will be excessively expensive.

When loading datafiles to hard disks for public

access, precautions must be taken to prevent

users from altering the contents of the files.

DOS shell applications such as PC Tools and

Norton Utilities, for example, can be used to set

directory attribute bytes to "read only." [GPO
does not endorse these particular products; they

are listed as examples only.] Taking this step

prevents writing over the original files.

C. Documentation

...the bottom line is that libraries must

ensure that patrons wishing to use the

electronic product have access to the

documentation.

Most electronic products have some form of

paper documentation that describes the product,

provides instructions on setting the product up,

or, when applicable, contains instructions on

how to use the product's software. Such

documentation is critical for managing the

information products.

Documentation varies greatly, both in its format

and in the quality of content. At the more

favorable extreme, documentation is clearly

written and arrives simultaneously with the

electronic product. At the other extreme there is

no documentation. Many variations occur

between these extremes. Some products, such

as the Monthly Energy Review diskettes, arrive

with instructions that are adequately written but

which are in a physical format that is difficult to

manage (photocopied pages stapled together).

LPS obtains and distributes paper copies of all

diskette and CD-ROM documentation which

becomes available.

Libraries may manage documentation in a

variety of ways, but the bottom line is that

libraries must ensure that patrons wishing to use

the electronic product have access to the

documentation. For example, one library may
print documentation from a CD-ROM and house

the printout near the workstation on which the

electronic product will be used. Another library

may make a word processing software available

on a CD workstation so that the patron can read

the documentation directly from the CD. In

both cases the documentation is available.
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Decisions regarding the housing of

documentation for electronic products will vary

among depositories. Generally speaking,

documentation for potential high use electronic

products should be nearby for patrons using the

products. Documentation for seldom used

products may be shelved in the regular stacks

with appropriate cross referencing.

D. Bibliographic Access

Efforts should be made to increase the visibility

of electronic depository materials, preferably

through computerized library catalogs. Other

options, such as documents department shelflists

and item card catalogs, are viable alternatives.

Cataloging records for most depository

electronic products will be available through the

Monthly Catalog. Electronic Monthly Catalog

records are available from RLIN and OCLC,
and from various vendors of CD-ROM or

magnetic tape versions of the Monthly Catalog.

However, many libraries may wish to provide

greater access to these materials than is

generally provided through Monthly Catalog

records. Implementing the following

suggestions should result in increased staff and

public awareness of electronic depository

products.

Staff should regularly be updated on what

information is available as new products arrive.

Promotional information regarding the

information resources should be disseminated to

the public. In-house files or databases

describing the electronic products may be

developed.

As electronic products proliferate. Government

and commercial indexes to Federal publications

should provide more in-depth indexing to

electronic depository materials than is available

in Monthly Catalog records.

E. Statistics

All depository libraries should count the number

of electronic products they receive. Libraries

may decide to keep a tally on how many
products are strictly datafiles, how many are

datafiles with front-end software for accessing or

manipulating the datafile, and how many are

strictly application software.

Examples of these various types are: Current

Population Survey, a CD that contains only

data; National Trade Data Bank (NTDB), a

CD that contains datafiles, but which also has

software with which to search, retrieve, and

manipulate the datafiles; and Epi-Info, a

statistical package designed to manipulate

user-generated datafiles.

Libraries may also wish to keep track of how
many individual series titles they receive and of

how many diskettes are received for each title.

For example, depositories can select the

Monthly Energy Review on diskette, which is

one title but is received as a monthly publication

on multiple diskettes which cumulate throughout

the year.

The primary reason for counting these items in

various categories is that most libraries generate

statistical reports for one or more national

organizations (including the U.S. Department of

Education) that request such statistical

information from their constituents.

F. Disposal

Rules regarding disposal of electronic products

are identical to rules pertaining to all depository

materials, i.e. they may be disposed of 5 years

from the date of receipt, or when superseded.

As with other formats, the decision to discard

should not be taken lightly, even when within

depository guidelines. Electronic products that

supersede earlier editions should be treated

identically to paper or fiche products that

supersede. Many libraries may decide not to

dispose of earlier editions.
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Decisions to dispose of electronic products in

favor of fiche or paper copies should be

considered very carefully. Electronic versions

of most products will generally have

characteristics such as full text searching and

electronic exportability that are not available in

paper or microfiche formats.
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Section 3

Hardware and Software

Recommended minimum standards for

depository library acquisition of computer

hardware and software are given below. These

standards were revised in August 1993 and

published in Administrative Notes, vol. 14, no.

19 (9/15/93). Fumre revisions will also appear

in Administrative Notes.

Even though these are recommendations, rather

than requirements, LPS strongly encourages

depositories to install microcomputer

workstations that meet at least these minimum

standards. Meeting these standards will allow

depositories to provide access to the electronic

products distributed through the Federal

Depository Library Program.

A. Recommended Minimum Technical

Guidelines for Federal Depository

Libraries

1. Minimum Workstation Configuration

Computer

IBM compatible 486DX computer

operating at 33Mhz

Memory
8 or more megabytes of RAM;
expandable to 16 Meg or more

Floppy Disks

Both 3.5" high density and 5.25"

high density

Hard Disk Drive

160 to 350 megabyte capacity; 15ms

or less access time; IDE or SCSI

interface

Expansion

Minimum of three free expansion bus

board slots; 1 or more additional hard

drive bay(s) desirable; 2 serial ports

and 1 parallel port; consider an

available ZIF (zero insertion force)

CPU upgrade socket

Display

Super VGA compatible, 15" monitor

with at least 70Mhz vertical refresh

rate at super VGA resolution

(800X600) non-interlaced, 0.32 or

smaller Dot Pitch; display card which

supports 800X600 resolution at

70Mhz or faster

CD-ROM Drive

Single or multiple platter drive

compatible with ISO 9660 standard;

consider the Multi-Media supporting

standards [300 K/byte per second

transfer rate, double speed support,

CD-ROM XA support, include a 16

bit sound board for PC (Ad-Lib or

Sound Blaster compatible)]

Printer

24 pin dot matrix; Epson or IBM
Proprinter emulation compatible.

Consider purchase of low cost color

dot matrix printers for Multi-Media

output or low cost laser printers for

high resolution graphics (HP
compatible).

Pointing Device

Microsoft compatible mouse or

similar pointing device to support

programs and Microsoft Windows

Modem
9600 Bps, meeting V.32, V.42,

V.42bis or MNP 5 standards and

compatible with Hayes "AT"

command set
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2. Software

Operating System Software

MS-DOS 5.0 or later; Device driver

for CD-ROM drive and MS-DOS
CD-ROM extensions. Consideration

should be given to the purchase of

Microsoft Windows 3.1 environment

since many programs now require it.

Database Software

dBASE file format compatible or

dBASE and ASCII comma delimited

file importing Database Management

Software; useful to have fixed field

format (SDF) importation ability as

well.

Spreadsheet Software

Lotus .WKl file format compatible

software; support for other popular

formats such as Excel and Quatro Pro

useful as well.

Word Processing Software

Software capable of importing major

text file formats (Ami Pro,

WordPerfect 5.1, Microsoft Word,

Multimate etc.) and plain ASCII text

files.

Communications Software

Software package which offers

"script" files to automate log-on

procedures; and supports XMODEM
and YMODEM file transfer protocols

(ZMODEM and Kermit also

desirable); several terminal

emulations such as ANSI-BBS, TTY,
VT-100; and 19200 bps transfer

speeds; supports Hayes "AT"

compatible modems.

3. Costs

EaiiiDment Cost Range

Comniiter^A I.ALyU IrW I. $1 700J. 9 / \J\J - $2 600

CD-ROM $300 - $800

Printer $200 - $1000

Modem $250 - $600

Software $900 - $1,500

4. Rationale

The above configuration provides ample

resources to handle multiple software and

CD-ROM retrieval packages, yet is

available at a reasonable cost. Current

486DX prices are only slightly higher than

for the 486SX or 386DX computers. The

ability to run 32 bit specific software in a

graphical environment is desirable.

Selection of the high end options mentioned

in these specifications will help to delay the

onset of obsolescence. The available

system memory can be better utilized by a

variety of software. The software

recommendations should permit the use of

most anticipated Government produced

products. Microsoft Windows 3.1 software

is also easily supported by this

configuration. Availability of both common
floppy disk formats would accommodate all

distributed disk formats and prevent

unnecessary disk-to-disk transfers.

While this configuration should prove

satisfactory, it in no way suggests that a

configuration superior to this should not

be considered if a^ordable. The speed at

which the computer industry changes

dictates that flexibility is a desirable quality

in any hardware and software purchases.

Systems which are more than adequate

today are obsolete tomorrow.
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When purchasing software, keep in

mind that software which can use other

file formats directly is preferable to

software that must convert the files to

its own format — although both are

preferable to software that can neither

use nor convert.

B. Software Selection

Discussion of software in this section focuses on

off-the-shelf software packages which are

designed for generic use with data or text files.

When possible, libraries should make these types

of software available to provide patrons the

ability to access and manipulate electronic files

beyond the capabilities provided with the files.

(Custom designed software devised for use with

specific data or text files - such as the Census

EXTRACT software ~ is addressed in the

section on microcomputer workstation

management).

In deciding which particular software to acquire

librarians should consider:

1) what software will be useful in

manipulation of the electronic products

that are selected,

2) what software patrons will want or

expect you to have, and

3) what software the library can support

(purchase cost, staffing, and

equipment).

A further consideration is the philosophical

question of whether or not to provide software

you can afford to purchase but for which you

cannot provide technical assistance. This

question is dealt with in the section on levels of

reference service.

A significant consideration that should be

addressed in purchasing software is whether the

software product can use or import data or text

files in other formats. Federal information on

CD-ROMs and diskettes has to date generally

been stored in dBASE, LOTUS, and ASCII

formats.

When purchasing software, keep in mind that

software which can use other file formats

directly is preferable to software that must

convert the files to its own format—although

both are preferable to software that can neither

use nor convert. This is particularly true for

large data files. For example, dBASE and

dBASE clones can directly access all Census

CD-ROMs. Database software that must

convert the data from dBASE to their native

formats are less tenable in the library reference

setting because the conversion can literally take

hours depending upon the size of the data file

being converted. A corollary consideration is

the ability of software to export and print data.

Many patrons who use electronic data will be

interested in taking information home in an

electronic format. Software that can download

in various formats (ASCII, dBASE, LOTUS)
provides flexibility.

Another question to consider in selecting

software is whether the software is compatible

with the library's equipment. Most

advertisements for software will identify

potential compatibility problems. Librarians

should not, for example, purchase software

advertised for a Microsoft Windows

environment if their equipment does not support

Windows. A less obvious example would be the

purchase of software requiring VGA graphics

capabilities by a library having only EGA
capabilities.
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The best bet in selecting software is to shop

around, and to consuh with friends and

colleagues who have more experience with

microcomputing. There are many magazines

(such as PC Magazine and InfoWorld) that

have comparative reviews of software and that

have hundreds of advertisements either by

companies selling their own software, or by

jobbers selling a variety of software. Software/

hardware catalogs, such as Computer Shopper,

are also helpful in selecting software.

An important option that should be considered is

shareware. Shareware is much less expensive

than most brand name software packages, and

often provides most of the software power and

flexibility that would be desired in a depository

library. Furthermore, most shareware can be

acquired and tested for a relatively small charge

(often $5.00) without additional licensing fees if

it is decided not to use the product. Several

catalogs advertise shareware, including Public

Brand Software.

A further option which librarians should

consider is software they have received or may
receive from the Federal government. To date

the only software that falls within this scope is

Epi Info, distributed to depository libraries by

the Centers for Disease Control. Epi Info is

very powerful, flexible, and easy to use, and it

can be given away freely to library patrons. Epi

Info has a very powerful word processor, a

database manager, and a statistical package. It

can use dBASE files directly, and can import

various other formats including ASCII and

comma delimited files.

C. Hard Disk Management

One of the more involved aspects of dealing

with information in electronic formats is

managing software on the microcomputer. This

section provides a general overview of

considerations librarians should make when
setting up their hard drives. This manual cannot

serve as a DOS training manual. However, it

must be noted that a considerable knowledge of

DOS is desirable for those managing the

electronic products currently being received as

depository items. DOS tips are available in

DOS manuals that accompany most equipment

purchases, and in a variety of commercially

produced manuals.

As a rule of thumb, hard disks will be divided

into a series of directories: one directory for

each software package that is loaded onto the

workstation. Word processing software should

be placed in a directory separate from the

dBASE or EXTRACT directories. Each piece

of software accompanying a CD-ROM or data

diskette should likewise be loaded to its own
directory. A list of directories contained on a

depository library computer may resemble the

following PATH listing:

Directory PATH listing

Volume Serial Number is 3563-15E4

C
DOS
UTIL
MENUS
DEV
BIN
EXTRACT
STFIAUX
WORKAREA
AUXIL
CCDBAUX
PL94
NURECD
SX
DISCPASS
DLGSOFT
DOCFILES
NEVADACD
SWDRCD
WORK
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NHIS1987
HMCM
FEEDBACK
TEMP
DSAVE
REIS

REFBOOK
RTI OSHA
CDP
EPI5

SURV
RSURV

...librarians responsible for managing

hard disks may wish to document the

directory locationsfor each workstation.

Many of the directory names, such as REIS,

readily identify the software contained therein.

REIS, for example, is the directory for the

Regional Economic Information System

CD-ROM. EPI5 is the directory for the Epi

Info program. Other directory names, such as

HMCM, may be less obvious. For this reason,

librarians responsible for managing hard disks

may wish to document the directory locations

for each workstation. One simple method is to

print the directory PATH listing (as above) each

time a directory is added to a system, then

annotate the PATH listing to identify what

software is in which directory. Print copies of

PATH listings can easily be generated by using

the DOS command C:\PATH >PRN. For an

example of a more elaborate system for

documenting depository data and text files see

Administrative Notes, vol. 13, no. 2, 1/15/92.

On microcomputer workstations that contain

more than one electronic product, it is usually

desirable to list available files on a front end

menu and to arrange the menu so that files can

be booted directly from the menu. Menu
software is readily available. In fact, some

newer DOS versions provide menu software as

part of the DOS package, and shareware

distributors are also an excellent source.

Libraries having telecommunications capabilities

can also download several menu programs from

the Census Bulletin Board.

Librarians with basic DOS skills will find it

relatively easy to write simple but adequate

menus using DOS commands in batch files. The

bottom line is that in making files easier to

locate, menus make reference services for

electronic products easier to provide.

Installing software that accompanies CD and

diskette products is usually a relatively simple

task. However, finding the software may often

be difficuh. Software may be located on the

CD-ROM, or on accompanying diskettes.

In the event that instructions do not accompany a

product, look for instructions located in a READ
ME file (sometimes README DOC or

README). README files, which may be on

a CD or on accompanying diskettes, usually

provide basic instructions for loading and

operating the product.

For that small number of CD products which

has no front-end software, such as the Cmrent
Population Survey, libraries must either

procure software that can manipulate the files,

upload the files to a mainframe for

manipulation, store the CD off-site at a location

where manipulation is possible, or circulate the

CD to patrons who can manipulate the data

elsewhere. Sources of advice on how to deal

with CDs that do not have software are the

"Electronic Comer" in Administrative Notes,

the Internet's GovDoc-L, agency support staff,

and your local regional librarian.

Though most software specifically designed for

Federal products and generated by Federal

agencies has to date been distributed by GPO
either on diskettes or as separate files on

CD-ROMs, software for some products is

available from other sources. The State Data

Center Bulletin Board, for example, has posted

for downloading all current EXTRACT and

PROFILE software to be used with Census CDs.

Furthermore, several private software vendors

are marketing software that can be used with
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various Federal CD-ROM and diskette products.

These vendors advertise regularly in

Documents to the People and other

documents-oriented periodicals.

A final note on managing hard drives is that

when new issues of a CD or diskette title arrive,

such as a new issue of NTDB, the person

responsible for loading the product should boot

the product to make sure that it is functional and

to check that the software in use for the last

volume still works on the new CD. Most

Federal agencies provide phone numbers for

technical assistance on their electronic products.

D. Workstation Management

The Government Publications Department at the

University of Nevada, Reno, has six census

products available for end user access on an

EPSON Equity III Plus (286 chip)

microcomputer workstation in the department's

reference area. The six census CDs are loaded

in a Pioneer CD drive six-disc cartridge which is

swapped out with a six-disc cartridge loaded

with four CIS CDs, PAIS, and the Readex

Corporation's United Nations Index. All CD
products are itemized on a front end menu and

are executed through batch files that boot the

selected product's software. For several

products, the software is loaded on the

workstation's hard drive; for others, the

software is run directly from the CD. The

EPSON has a 5 1/4" floppy drive for

downloading data and is hooked up to a Citizen

dot matrix printer.

The six census products are:

the 1987 Economic Census (Disc IC)

the 1987 Ekronomic Census by Zip Code
(Disc 2A)

the 1988 County and City Data Book

the 1987-88 County Business Patterns

Foreign Trade Data, and

Public Law 94-171 Census of Population

and Housing.

Three types of software are used to access the

data on these products: Census Windows
software is comprised of several separate

programs that look very much alike and work

similarly. Census first released a simple, easy-

to-use pop-up Windows software with Census

Test Disc No. 1 in 1988. Until release of

Foreign Trade Data (FTD), on CD in 1990,

however, the Windows software had such

limited capabilities that it was for the most part

useless.

An updated version of Census Windows released

with the FTD CD, on the other hand, included

several improvements over earlier versions that

added some flexibility and power, including

download options. Its usefulness, however,

remained marginal.

With release of the PL 94-171 Census CD in

1991, the Windows software became a viable

product. Users can easily identify data they

seek, then display, print or download the data

(in ASCII delimited, or dBASE). The Windows

software for County Business Patterns has

similar capabilities to the PL 94-171 software

and is equally easy to use.

The key to the recent releases of Census

Windows software is that they are both "useful"

and "usable." Patrons can generally get what

they want with little need for reference

assistance. The major shortfall of Census

Windows in terms of "usability" is that display,

print, and download of data are limited to data

for one geographic location per retrieval. This

is acceptable for those who need data on only

one city, county, voting district, etc. Perhaps it

is acceptable even to those researching only

three or four counties. However, Windows is of

little use to patrons pursuing customized data for

multiple geographic units.

EXTRACT, also a Bureau of the Census

product, is specifically intended to provide

census data users with a relatively easy interface

with which to create customized subsets of

census data from a CD-ROM. Using

EXTRACT, patrons can quickly generate tables

which they can display to screen, print, or save
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to diskette in dBASE, comma delimited, or fixed

format. The utility of EXTRACT is that users

can select colunms (variables/ characteristics)

and rows (records/cases) from traditional Census

data to create their own tables.

Users familiar with database or spreadsheet

software can EXTRACT data from several CDs
to create custom designed tables. Users

preferring word processing software can save

tables in straight ASCII for importation into text

documents. The main limitation of EXTRACT
is that it is intended only to perform these

transfer functions. There are no significant data

manipulation capabilities other than the functions

needed to create subsets of data for downloading

or printing.

Programming bugs limit the viability of

EXTRACT. Some EXTRACT routines dump
the user back to DOS or freeze the system. In

some cases, users are allowed to select options

that take so much time that it is unclear whether

the program is still running or is in a loop. This

is particularly true when using EXTRACT with

the FTD CDs. Bugs or glitches that are

consistent can be identified and worked around.

Bugs that seem to arise out of nowhere are

unfriendly. EXTRACT appears to be most

effective on the PL 94-171, County and City

Data Book, and County Business Patterns

CDs.

EXTRACT with only a few hours of trainmg,

and, for the most part, need spend only ten to

twenty minutes to get patrons up to speed on the

software. Libraries with telecommunications

capabilities can download EXTRACT from the

Census Bulletin Board.

In the Government Publications Department,

University of Nevada, Reno, Census CDs are

also accessible through a dBASE clone. All

data on Census discs is stored in dBASE format,

as dBASE provides users with considerable

computing power for manipulating and

transferring Census data. However, dBASE is

"useful" and "usable" only to those who have

dBASE experience.

dBASE requires substantial training and practice

to master even simple fimctions. Most patrons

do not know dBASE, and librarians cannot be

expected to provide the extensive training

necessary to introduce patrons to the software.

Most patrons would have neither the time nor

patience to learn dBASE, particularly those

patrons seeking only a small amount of

information. Therefore, to most patrons,

dBASE is not "usable" in the library reference

setting. The only other option ~ training staff in

dBASE in order to generate subsets of Census

data on call ~ is also not practical in the

reference setting. At best, it may be expected

that one or two staff members could provide this

service on an appointment basis, much like that

provided for on-line searching.

Most staff members can acquire a high

level of competency on EXTRACT with

only a few hours of training. .

.

EXTRACT is definitely "useful" to library

patrons. In libraries that house Census CDs,

library users should expect to be furnished the

level of access that EXTRACT provides.

Without EXTRACT, the "useftilness" of Census

CDs is too limited. Because EXTRACT is

relatively easy to learn without extensive

intermediation by library staff, EXTRACT is

useful to patrons and staff. Most staff members

can acquire a high level of competency on
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Section 4

Electronic Bulletin Boards and

Other Remote On-line Systems

. . . depository librarians shouldbe aware

of the tremendous potential that EBBs
and other remote Federal agency on-

line systems represent.

of possible EBBs listings. They occasionally list

EBBs identified as useful or of interest to the

organization.
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Libraries must establish their individual policies

and practices regarding use of EBBs and remote

databases, much as they have regarding access

to electronic files available through private

sector vendors. It is suggested, however, that

even small amounts of time and expense on

EBBs and other systems can significantly

enhance patron access to Federal information.

For example, a ten minute phone connection to

the Commerce Department's Economic Bulletin

Board (EBB) is sufficient for downloading

current detailed Consumer Price Index

information at least two months before libraries

receive their depository copies of the CPI
Detailed Report. The same general time frame

is true for several other files posted to the EBB,

such as the quarterly Gross Domestic Product

statistics.

Other information, including TOP BuUetins, is

available on the EBB but is not distributed to

depository libraries. Other non-depository items

available via EBBs include press releases from

the Departments of Labor and Education.

At this time most Federal EBBs are free from

charges other than telecommunication costs. A
notable exception is the Economic Bulletin

Board, for which there is a small registration fee

and a small per hour use fee. Much of the

financial information available on die Economic

Bulletin Board is freely available (except for

phone lines) from a Federal Reserve Bank EBB.

How libraries will use remote electronic data

sources will vary according to the content of

each system and the needs of each library. Most

libraries should set up a plan to log into the

GPO's Federal Bulletin Board once each week

to check for new files or messages pertaming to

depository library administration.

Many, though not all, libraries will also

establish policies regarding access to the

Supreme Court Cases available for a fee on the

Federal Bulletin Board. Libraries with

significant capacity for storing electronic

information may decide to download recent

cases. Others will access the Federal Bulletin

Board Supreme Court files only as user demand

Revised November 1993

Electronic bulletin boards (EBBs) are becoming

increasingly important for accessing Federal

information in electronic formats. One list

published in March 1991 identified 47 EBBs
supported by Federal agencies. Files contained

on these boards range from full text electronic

versions of agency press releases and

employment opportunities, to extensive data and

test files in dBASE, LOTUS, and ASCII

formats. Though only the GPO's Federal

Bulletin Board is currently part of the Federal

Depository Library Program, depository

librarians should be aware of the tremendous

potential that EBBs and other remote Federal

agency on-line systems represent. This section

suggests methods for locating Federal EBBs and

discusses some policy questions regarding

exploitation of these systems.

There is currently no single directory or source

that comes even close to identifying all available

electronic bulletin boards and other on-line

systems. Several attempts have been made to

identify specific subsets of on-line systems, such

as the listing which may be downloaded from

the Census Bureau's State Data Center Bulletin

Board. However, such attempts generally

unearth only the most visible systems.

Currently, the best method for identifying other

EBBs is through lists of EBBs available on

existing EBBs. Newsletters published by

agencies and interest groups are another source
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arises. Each library will have to establish

whether all or only some of their staff will

access these files, and similar files on other

remote systems. (Instructions for signing onto

the Federal Bulletin Board can be found in

Administrative Notes, vol. 13, no. 18,

9/15/92.)

Several Federal agencies also allow dial in

access to various datafiles they post to agency

computers. For example, the Census Bureau

allows free access (other than

telecommunications costs) to current and historic

Survey of Income and Program Participation

(SIPP) flies. The EPA maintains a publicly

accessible bibliographic database of the holdings

of EPA regional libraries. Free access is also

available to various U.S. Geological Survey and

Department of Agriculture data systems.

Libraries can request access to the Soil

Conservation Service's "Snow Survey and Water

Supply Products" database. Two sources that

can be used to identify other similar systems are

NTIS' Directory of Computerized Data Files

(C 51. 11/2-2: year) and the privately published

Federal Database Finder: A Directory of Free

and Fee-Based Databases & Files Available

from the Federal Government (Chevy Chase,

Maryland: Information USA).
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Section 5

Reference Service and Policies for

Electronic Publications

The recent influx of electronic publications into

depository libraries has created something of a

management nightmare. Immediate logistical

problems, such as acquiring equipment upon

which to operate these new products, have

plagued some librarians. A more universal

problem, however, has been the lack of

established policies that define how electronic

publications fit into depository library

operations.

Without definite policies, the documents

department staff will experience significant

stress generated by the uncertainties of

functioning in a new work environment. In

particular, policies must be established that

define for staff members precisely what level of

reference service they are expected to provide to

library patrons on electronic products. Once

such policies have been clearly established, the

staff must be trained to provide that service.

To cope with electronic publications, many

depository librarians have initiated a simple

unwritten policy: ignore them, find a deep

drawer, don't even load them on microcomputer

workstations. At the other extreme, some

libraries have attempted to provide mtensive

service wherein library staff have used dBASE
or other database software to generate

customized tables for patrons. While many

librarians will entertain ethical objections to the

first tactic, few will have adequate staff to even

consider the second.

Government publications departments should try

to identify a middle ground between these

extremes. A written policy that identifies the

three levels of access to all electronic

information products housed in the department,

whether the products are depository,

non-depository, or commercial, should be

established. The policy should delineate which

of the three levels of service the staff is expected

to provide, and, by default, define what level of

competency is expected of patrons. In the

following, the Bureau of the Census CD
products are used to demonstrate a specific

application of such a policy now in force at the

University of Nevada (Reno).

Access Policy for Electronic Publications

It is expected that all Government Publications

Department (GPD) reference personnel will have

a "thorough knowledge" of electronic

bibliographic tools in the GPD reference area.

"Thorough knowledge" is defined as competency

in using these tools and the ability to introduce

patrons to their use. The electronic tools

currently included in this category are IMPACT
(Monthly Catalog), the United Nations Index, and

all CIS and CASSIS indexes.

"Thorough knowledge" will also apply to some
specific electronic publications and databases

distributed through the Federal Depository Library

Program. In this case, "thorough knowledge" is

defined as the competency to instruct users in

the major software features available in each

product. Products that fall into this category are

the Public Law 94-171, Census of Population

and Housing, and Foreign Trade Data (Exports

and Imports) when operated under the Census

Windows (GO) software.

It is expected that all GPD reference personnel

will have more "general knowledge" of the

availability of electronic databases that are not

bibliographic in nature. "General knowledge" is

defined as knowing what electronic products are

available in the Department, and the ability to

identify for patrons databases that may be

appropriate for their research needs. "General

knowledge" may also be expected on specific

products of software. At this time, "general

knowledge" of software is limited to EXTRACT.
"General knowledge" of CD products is limited to

the Congressional Record and the National

Trade Data Bank.

GPD reference staff are expected to have a

"rudimentary knowledge" regarding use of all

non-bibliographic electronic information products

not listed above. "Rudimentary knowledge" is

defined as knowing where the product and its

documentation are located, knowing which micro

workstation to use, knowing how to boot the
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product, and knowing how to exit from the

product. The intentional implication of this policy

is that patrons, not library staff, are responsible

for providing levels of competency in

manipulating GPD electronic information

products.

Each depository Ubrary should develop policies

relating to these issues, specific to the

depository's local situation and needs.

The level of reference service Government

Publications Department staff are expected to

provide on Census Windows, EXTRACT, and

dBASE is easily discerned in the context of the

department's electronic reference service policy.

Government Publications Department staff are

clearly expected to have "thorough knowledge"

of the Census Windows software and to be able

to provide service on all Windows functions.

This is completely reasonable given that the

Windows are so easy to use and that staff

training takes very little time. In fact, most

patrons need little or no assistance once the

Windows are booted.

At the other extreme, the Government

Publications Department staff are not expected

to know dBASE. As the policy indicates, they

are expected only to have a "rudimentary

knowledge" of dBASE. That is, they must

assist patrons in identifying appropriate data sets

(CDs), then be able to load and boot the disc.

They will also be expected to know where the

documentation is, though staff will not be

expected to have any degree of competency in

using the documentation. That is the

responsibility of the patron. Patrons requesting

dBASE training will be referred to appropriate

sources. Government Publications Department

staff who do not wish to learn dBASE have no

obligation to learn the software. Staff members

who do desire some level of competency in

dBASE are encouraged to enroll in mini courses

offered through the university's computer

services.

intermediate level of access to the Census CDs,
it was less readily apparent what level of service

the Government Publications Department staff

should be expected to provide. The decision

that Government Publications Department staff

must have a "general knowledge" of EXTRACT
(to be able to assist patrons with at least basic

EXTRACT functions) was reached in light of

the combination of EXTRACT'S significant

power relative to its ease of use. Furthermore,

documentation for EXTRACT is quite good and

easy to follow.

Each staff member received about an hour of

training on EXTRACT. They were also shown

how to use EXTRACT to generate custom

designed tables and how to print or download

those tables. They were then asked to commit

another hour or so to work through a tutorial

provided by the Bureau of the Census. Of
course, low volume CD use encourages rustiness

in EXTRACT skills among the staff. For that

reason, a handout has been designed which

generally describes EXTRACT and itemizes

specific points about each census product that

can be accessed through EXTRACT. (The

handout, along with some EXTRACT "Tips and

Hints," can be found in Administrative Notes,

vol. 12, no. 19, 8/31/91.)

The actual reason for requiring staff members to

be able to provide a "general knowledge" level

of service on EXTRACT is that the Census

Windows, though easy and capable of meeting

many of the user's needs, is not powerful

enough to fill reasonable expectations of library

patrons. EXTRACT, which is also relatively

easy to learn, does fill those needs. dBASE, on

the other hand, is too difficult to expect the staff

to master or to expect patrons to learn on the

spot. The drawback to EXTRACT-that it has

some software flaws which often frustrate both

patrons and staff-can only be worked around

through handouts that itemize the bugs and

through correspondence with the Bureau of the

Census.

Regarding EXTRACT, which provides an
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In setting up policiesfor service and use

of electronic materials, depository

libraries must not resort to charging

direct user fees to recover their costs.

In setting up policies for service and use of

electronic materials, depository libraries must

not resort to charging direct user fees to recover

their costs. Direct user fees are not consistent

with universal free access to Federal information

through depository libraries. Indirect fees may
be considered, as long as they do not impair free

access to Federal information. Such indirect

fees may include per page charges for printer

paper (akin to photocopying fees) and charges

for database searches performed by library staff

(akin to on-line searches).

Librarians must avoid fee policies that foster the

recent trend toward the establishment of

information rich and information poor segments

of society that have seemingly risen with the

advent of electronic information. This

dichotomy has no place in the Federal

Depository Library Program, which exists to

promote a free and democratic-and informed-

society.
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Chapter 5

Bibliographic Control

There are two basic requirements in

bibliographic control for Federal depository

documents. The first requirement is for a piece

level record of holdings of material received

through the Federal Depository Library

Program. The second requirement is for each

piece to be uniqely marked to identify it as

Federal property received through the Federal

Depository Library Program.

This chapter provides basic suggestions and

recommendations for the technical processing

and statistical record keeping of depository and

non-depository documents. This chapter serves

as a "how to" manual, based on practices of

several depository libraries, and is consistent

with the requirements set forth in the

Instructions to Depository Libraries.

The suggestions in this chapter represent one

way of processing depository materials; libraries

may choose to process documents differently.

In adopting procedures for handling its

depository collection, each library must assess

its own situation and decide what will work best.

The only rule that must be followed is adherence

to GPO regulations set forth in the Instructions.

Documents as Federal Property

A depository library, in order to meet the

requirements of the Instructions to Depository

Libraries in providing custody and service,

must view the depository publications as Federal

property. A depository library takes on the role

of a legal custodian of U.S. Government

property.

In looking at the role of the depository library

from this perspective, the terminology of

generally accepted library practices becomes

translated into a somewhat different language

and takes on a slightly different meaning.

Bibliographic control, for instance, becomes

equivalent to inventory control of Federal

property. Maintenance becomes an issue, not

only of preservation of library materials but of

the capability of the library to preserve and

protect the Federal property in its custody. The

primary issue regarding housing of the Federal

publications is of the same nature: the conditions

in which the Federal property is housed must be

adequate to sufficiently preserve and protect the

Federal property in the library's custody.

Thefirst requirement isfor a piece level

record of holdings of material received

through the Federal Depository Library

Program. The second requirement is

for each piece to be uniqely marked to

identify it as Federalyroperty...
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Section 1

Documentation

A. Procedures Manual

While this chapter provides basic instructions for

operating a depository, each depository Ubrary

should also maintain its own procedures manual,

reflecting local decisions and practices. Written

instructions and guidelines are important for

assuring consistency in the day-to-day operations

of the depository and will be helpful to new staff

unfamiliar with the documents collection. In

developing a manual, the library should take into

account staf^g, housing arrangements, size of

collection, patron demand, bibliographic control,

online capabilities, and budget. The procedures

manual should be reviewed regularly and

updated as necessary to reflect local changes as

well as changes made by GPO to the Federal

Depository Library Program.

B. Organization of the Collection

The procedures for maintaining government

documents in a depository library will depend to

a great extent on the way that the documents

collection is organized. Most documents

collections are organized in one of the following

ways:

1) Shelved in a separate section of the

library arranged by Superintendent of

Documents (SuDocs) classification or

other classification system;

2) Classified according to either the Dewey
Decimal or Library of Congress

classification system and integrated into

the library's general collection;

3) A combination of the two methods

above, with part of the collection in a

separate documents area and part in the

general collection, in other areas of the

library or in selective housing sites.

In addition to documenting the organization of

the collection, a depository library should have

policies and procedures for each of the following

functions:

1) collection development;

2) processing, including check-in,

preparation, and shelving;

3) preservation and security;

4) bibliographic control and reference

service;

5) circulation; and

6) statistics.

In formulating policies and procedures, it is

important to keep up with the professional

literature, attend meetings and workshops,

participate in local library associations and

documents groups, and visit other depository

libraries. Most documents librarians are eager

to meet others in their state or region and are

willing to exchange ideas and share expertise

and knowledge.

C. Item Number Selection

Item numbers are fundamental to the depository

library system. Each item number represents a

series or group of related publications issued by

a specific Federal agency and available for

selection by depository libraries from GPO.
Depository libraries should study the needs of

their communities and select those items which

best meet those needs. GPO has identified 17

major types of publications for distribution

through the Federal Depository Library

Program:
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Public notices, such as news releases

Handbooks manuals and guides,

including technical publications

Advisory circulars

Directories

Proceedings of symposia, workshops,

conferences, etc.

Forms

Maps, atlases, and charts r

Posters

Catalogs and bibliographies

Reports

Journals, periodicals, and newspapers

Environmental impact statements and

assessments

Legal materials, including laws and

decisions

Flyers, brochures, booklets, and

pamphlets

Statistical publications

Marketing and promotional pamphlets

Monographs

Publications excluded from the Federal

Depository Library Program include:

1

2

3

4

5

6

7

8

9

10

11

12

13

Aimouncements of job vacancies

Memos

Federal agencies' directives and

notices which implement persoimel

policies

Data input forms

Forms used for correspondence

Personnel evaluation forms

Solicitations

Bid invitations

Access passes

Signs and bumper stickers

Working drafts

Form letters

Certain user manuals for computer

programs

14) Agency control forms

For a more detailed explanation of publications

available through the Federal Depository Library

Program see "Guidelines for the Provision of

Government Publications for Depository Library

Distribution", Administrative Notes, vol. 11,

no. 16, July 31, 1990, pp. 3-18.

Once a year, GPO supplies each depository

library with a complete printout listing all item

numbers currently available for selection thorough

the Federal Depository Library Program. The

item selection update printout is mailed each

May and should be reviewed upon receipt for

accuracy and possible additions or deletions to

the library's selection profile.
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Once selection decisions have been made, the

library should mark the printout in accordance

with the accompanying instructions and return

only the Amendment of Selection postcards

(Figure 1) to GPO by the date specified.

GPO implements item changes each October as

part of the annual item selection update cycle.

Failure to return the Amendment of Selection

postcards to GPO by the specified date causes

implementation to be postponed until October of

the following year.

In addition to the annual printouts, libraries may
also use Amendment of Selection postcards

throughout the year to delete item numbers (see

Figure 1, below).

Deletions are made within 4-6 weeks after

receipt of the postcards by GPO for LPS-

distributed material. GPO provides distribution

tapes on a quarterly basis to other agencies

distributing depository materials. It may take 3

months or more to effect deselections for

material distributed by:

microfiche contractors,

the Department of Energy,

the U.S. Geological Survey,

the Defense Mapping Agency.

GPO Form 3495
(R 10-83)

U.S. Government Printing Office

Library Division (SLLA)

AMENDMENT OF SELECTIONS

Please list item numbers to be changed below, and indicate whether you wish to add

or delete (A or D) the item from your library's selections. Please be certain to include

your depository library number. Amendments will become effective when announced

by this office.

Item Number A or D Item Number A or D

0 o 1 3
0 1 0 3
0 $ o 1
1 0 o 3

0 6 9
Date

Library Number

( X) Check here to receive more forms.

' ni..»A CInnstiirA lihr^risin aiithnri7pd tosignature of librarian authorized to amend deposi-

tory's selections

mme 1]

Amendment of Selections Postcard
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Libraries selecting materials should become

familiar with the item number system used by

GPO in order to make prudent selections. An
item number may appear in one of three basic

formats:

1) Number only. For example, item 0254

represents General Publications of the

Patent and Trademark Office. The item

card for this number would appear as:

Item No: 0254 CARD 01 OF 02

Commerce Department

Patent and Trademark Office

C 21.2:

General Pxiblications

Item No: 0254 CARD 02 OF 02

"Catch all" class for miscellaneous
publications which do not fit into any
other established series of the Office.
No specific information can be supplied
on the type, number, and size of
publications to be issued.

[Figure 2]

Item cards - Number
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2) Number-letter. For example, item

0504-E represents Posters from the

Centers for Disease Control. The item

card for this number would appear as:

Item No: 0504-E CARD 01 OF 02

Health and Human Services Dept

.

Centers for Disease Control

HE 20.7014:

Posters (P)

Item No: 0504-E CARD 02 OF 02

Includes miscellaneous posters on
various subjects pertaining to the work
of the Centers. The number and size of
ptablications to be issued each year
cannot be predicted.

[Figure 3]

Item cards - Number-Letter

63 Revised November 1993



Chapter 5 - Bibliographic Control

3) Number-letter-number. For example,

item 0188-A-07 represents Annual

Reports of the National Technical

Information Service (NTIS). The item

card for this number would appear as:

Item No: 0188-A-07 CARD 01 OF 02

Commerce Department

National Technical Information Service

C 51.1:

Annual Report (MF)

Item No: 0188-A-07 CARD 02 OF 02

Illustrated report providing statistics
and description of activities of NTIS
for the year. Each issue expected to
contain about 25 pages.

[Figure 4]

Item cards - Number-Letter-Number
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The number assigned to a group of publications

usually remains the controlling item number for

that group regardless of changes in title, issuing

agency, SuDocs number, format, or frequency.

Exceptions to this rule include:

1) serials within series which have been

resurveyed after reclassifying and;

2) electronic products originally distributed

under a "catch all" electronic products

item number that are later reassigned to

an agency specific item number.

In most cases, an item number corresponds to

one or two distinct groups of publications.

However, for agencies whose scope and number

of publications are limited, one item number

may be established to cover all the publications

of that agency.

Whenever possible, GPO assigns new item

numbers so that they file with other publications

of the same agency; as a result, item numbers

have become more complex as they are

integrated into existing series of numbers. For

series that include separate publications for each

state, item numbers are also subdivided

geographically, allowing libraries to choose only

those publications relevant to their geographical

region.

There are several series, such as Congressional

hearings, that are distributed to depository

libraries in dual format, that is in both paper and

microfiche. In these instances, each format has

a separate item number and selective depository

libraries choose only one format. Regional

libraries receive the publication in both formats,

but are required to retain only one permanently.

With the inclusion of electronic products and

services in the Federal Depository Library

Program, some titles are being issued in both

paper/microfiche and electronic format.

Depositories may select both the electronic and

paper versions of a title. However, GPO's

policy for muhiple choice for paper/microfiche

and electronic products may change in the

future.
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Section 2

Files

A. Item Number FUes

A complete set of item cards providing item

number, issuing agency, series title, SuDocs

classification number, and a brief description of

the series is supplied by GPO to each depository

library. When available, the frequency of the

publication and format (P =^ paper, MF =
microfiche, CD = CD-ROM, etc.) are also

given. These cards should be kept in a separate

item card file. Maintenance of an item card file

is crucial to the selection process for depository

libraries. Although regional libraries do not

select materials, they should keep an item card

file for historical purposes and to assist selective

libraries in their region. It is important that

each library keep the entire set of item cards and

not just cards for item numbers selected. Item

card files are used in conjunction with the item

selection printout and the Amendment of

Selection postcards to note changes in the

selection profile. There are several options for

maintaining the item card file:

1) Keep the entire file in order by item

number, but distinguish in some way items

selected from those not selected:

a. For item numbers added or dropped,

mark the card with a designation for

added or dropped, together with the

date.

For example:

A 3/85: (added March 1985)

D5/93: (dropped May 1993)

b. Use color coded markings to distinguish

selected from non-selected item

numbers. It is recommended, however,

that the date selected or dropped be

added to each item card as shown above.

2) Divide the file into two numeric sequences-

selected item numbers in one file and those

not selected in the other. Again, dates

(selected or dropped) should be noted on
the cards.

1. Inactive or Discontinued Items File

A separate file of "Inactive or Discontinued

Items" should be maintained for item

numbers which have been discontinued.

Whenever possible, LPS informs

depository libraries when an item number
becomes inactive or is discontinued.

Notification can be found in the Inactive or

Discontinued Items from the 1950

Revision of the Classified List, in

Appendix 3 of the List of Classes, in

the"Update to the List of Classes" column

in Administrative Notes, or on the

shipping list. In some cases, this

information can also be gleaned from the

publication, from notification by the issuing

agency, or from other bibliographic tools

and utilities such as Andriot, CIS, ASI,

OCLC and RLIN.

Inactive or discontinued items may be

reactivated, and the item card must then be

returned to the active file. This file also

serves as a historical record of the library's

selection profile, which has become
particularly important as libraries add

machine readable cataloging records for

government documents into their local

online catalog.

2. Automated Item Number Files

Item number files may also be maintained

online. An excellent automated item file is

in use at the University of California,

Riverside (UCR). The file is in dBASE
format and contains over 12,000 current

and retrospective item records. Each

record contains a number of fields

including: title/series, SuDocs number,

issuing agency, and item number. All of

the fields are indexed. UCR makes this file
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available to any interested library for a

small handling charge. Libraries

maintaining and updating their item file

online are not required to maintain the

paper item card file. For additional

information about the file or to receive a

sample diskette, contact Margaret Mooney,

Documents Librarian, Tomas Rivera

Library, University of California,

Riverside, 900 University Avenue,

Riverside, California 92527.

3. Item Surveys and New Item cards

All selection decisions should be

based on needs of the library 's

user community and its collection

development policy. .

.

When a new title or group of publications is

made available for selection, LPS sends out

a survey, a corresponding set of item cards,

and an OCR (optical character recognition)

scannable form. Surveys are conducted for:

1) existing publications which are being

made available to depository libraries for

the first time;

2) truly new publications; and

3) publications which are available under a

different item number as a result of

reclassification or the dividing of an

existing item number.

All selection decisions should be based on

needs of the library's user community and

its collection development policy, as well as

any cooperative housing/selection

agreements.

In order to begin receiving new documents

with the first distributed copy, the library

must respond to the survey within the time

period indicated on the survey form.

Failure to respond within the stated time

period will delay implementation until the

next annual item selection update. If a

library does not want to receive any of the

offered series it does not need to respond to

the survey unless the survey specifically

calls for a response.

Each new item card should be marked with

the date and an indication of whether or not

the item number was selected. Cards

should then be filed in a manner consistent

with previously described procedures.

4. Classes Added

In order to afford all depositories the

opportunity to select new series as they

become available, GPO assigns individual

item numbers to each series whenever

possible. However, when new publications

are closely related to those in a series

already distributed under an assigned item

number, or when the new series consists of

a small number of publications, they may
simply be added to an existing item

number. The rationale for handling new
classes in this manner is that so few

documents are involved that it does not

warrant a new survey. When the material

is first distributed, libraries are notified of

classes added to existing item numbers by a

note on the shipping list. For example:

NOTE: This class (SuDocs no., series title)

is added to item (no.)

Libraries already selecting the item number

will automatically receive any new
publications added to it. Changes should be

noted on the appropriate card in the item

card file.
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5. Updating Information on the Item

Cards

LPS does not send updated item cards for

established series when there are changes in

title, agency, frequency, classification

number, etc. Changes are usually

announced in notes on the shipping lists, in

Administrative Notes or in the publications

themselves. These changes should be noted

on the appropriate item cards as soon as

they are announced.

When LPS sends the annual customized

computer printout of the library's selection

profile, it should be checked against the

item card file to ascertain whether any

cards are missing and to verify that the

library and LPS are in agreement as to the

library's selections. Replacements for

missing item cards may be obtained from

nearby depository libraries, from the

regional library, or from LPS. Libraries

may also make their own item cards by

copying the item number information from

the Union List of Item Selections which is

distributed in microfiche format. If the

library's selection profile does not agree

with the LPS printout, the library should

contact the Shipment Control and

Administrative Group, at the Library

Programs Service.

6. Otlier Uses of Item Card Files

As noted above, item card files are used to

assist in the selection process, to verify and

claim selected items which are not included

in the library's depository shipments and to

review and compare the library's item

selections with the annual item profile

printout supplied by LPS. Other uses

include:

1) to serve as a reference tool to verify

dates of selection, to find a SuDocs
number when an item number is all that

is known, or to obtain bibliographic

information about a series;

2) to provide information for cooperative

item selection agreements between

libraries in a region, for union lists, or

for other computer products; and

3) to profile the library's documents

holdings when contracting with a vendor

for the purchase of machine readable

cataloging records.

7. Other Files

Some libraries may wish to maintain card

files in addition to the shelflist and the item

card files. For example, if the library does

not have ready access to OCLC or a

CD-ROM version of the Monthly Catalog,

it may be useful to maintain an alphabetic

file for series and individual monographic

titles. These should have the title and

corresponding SuDocs number(s). This file

is helpful for checking in direct mail series

as well as being an excellent reference aid

when the patron has limited information

about a document. Another useful file

would be an alphabetical agency file,

providing the SuDocs numbers indicating

where publications of an agency may be

found on the shelf or in the shelflist.
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B. Shipping Lists

The shipping list is an itemized record of the

contents of a complete depository shipment. As

selective depositories are not allowed to receive

materials in "dual format" (both microfiche and

paper), only regional depository libraries receive

all items on every shipping list. Consequently,

selective depositories should check shipping lists

against the item card file or computer printout to

see if all selected publications have been

received. Additional information about

depository shipping lists can be found in Chapter

3 and the Exhibits of the Instructions.

1. Shipping List Register

It is important to keep track of all shipping

lists received in order to determine if any

shipments are missing. One way to do this

is to maintain a "shipping list register,"

with different sequential series for each

format; for example, paper documents are

numbered Yr.-no.-P (e.g. 93-0001-P,

where 93 is the year; 0001, a sequential

number, and P indicates paper); microfiche

documents, Yr.-no.-M (eg. 93-0001-M);

and electronic format, Yr.-no.-E (eg.,

93-000 1-E). Numbering for each series

continues sequentially through the year.

Shipping list numbers should be recorded in

the register as they are received and

missing issues should be claimed.

Depository libraries are not required by

LPS to retain copies of old shipping lists;

however, as many libraries use them to

verify classification numbers, titles, etc., it

is recommended that they be kept for at

least 6 months. It is also useful to identify

a library in the area which maintains a

backfile of shipping lists and will supply

shipping list information when needed.

Microfiche shipping lists will be received in

either the shipment boxes or in envelopes

for those fiche distributed directly from the

microfiche contractors.

Each week, LPS supplies the contractors

with a range of microfiche shipping list

numbers. The list of shipping list numbers

is published in Administrative Notes.

The microfiche contractors who mail the

microfiche directly to the depository

libraries are responsible for converting the

source document to microfiche, preparing

the microfiche shipping lists, distributing

the microfiche to the libraries on a weekly

basis, and fulfilling claims.

2. Map Shipping Lists

Both the U.S. Geological Survey and the

Defense Mapping Agency distribute maps

and shipping lists directly to depository

libraries. USGS shipping lists are clearly

titled and numbered sequentially for each

year. Libraries should keep a log of

numbers received in order to identify

missing shipments.

DMA uses packing lists of the contents of

each shipment. The packing lists should be

used for claiming purposes only. There is

currently no way to keep a log of these

shipments or to determine if an entire

shipment is missing.
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Section 3

Technical Processing

Documents selected by a depository are

currently sent in one of three ways:

1) Regular Shipments

Most of the documents arrive in standard

sized boxes with the library's depository

number indicated on the mailing label. The

boxes may contain paper, microfiche, and

electronic documents. Shipping lists are

included in the boxes and the depository

library number is handwritten inside the

box to help with identification.

2) Direct Mail

Direct mail includes those publications

which publishing agencies send directly to

depository libraries. They are not

distributed in regular depository shipments

or listed on shipping lists. The depository

library identification number is indicated on

the mailing label identifying these direct

mail publications as depository material.

3) Separate Shipments

Separate shipments are mailed in containers

or envelopes and usually consist of large

bound or unbound volumes, microfiche

shipments, maps or posters in tubes,

oversized items, and slip laws. The

shipping list number is printed on the

mailing label for identification. Usually,

separate shipments are grouped together on

separate shipping lists, although from time

to time a separate package shipment is

listed on a regular shipping list. Shipping

lists for separate shipments are included in

the boxes with regular shipments.

A. System and SuppUes

Before the processing of documents begins,

there are several procedures which should be in

place. First, it is necessary to set up a method

for determining if all items selected have been

received. One of the following methods can be

used:

1) consult the item card file;

2) consult a list of the item numbers

selected (or non-selected if more than

50% is selected);

3) use the latest printout from LPS showing

the library's selections updated to reflect

recent additions and deletions.

It is also necessary to determine which

documents are housed in special locations and to

prepare a guide with these special locations and

any routing instructions for use in the check-in

process. For example: Survey of Current

Business (Current issue on display), etc.

A method for keeping statistics should be

established so that incoming documents can be

counted as they are processed. A simple chart

showing receipt date and document count should

suffice. For example, some libraries count

bound volumes separately from unbound ones.

Microfiche are also counted separately as are

CD-ROMs. (See previous Biennial Surveys for

additional information on statistical record

keeping.)

The following supplies are useful for processing

documents:

1) Razor knife for opening packages

2) Scissors

3) Felt-tip and ball-point pens (Use

acid-free ink.)

4) Pencils (both red and black)

5) Pressure-sensitive blank labels
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6) Note pad or 3 x 5 cards or slips

7) Rubber stamp with name of library

and/or department, "Depository

Document," and a changeable date.

(Self-inking, acid-free stamps save time.)

8) Various types of library cards if

documents are checked in manually.

Finally, shelves should be set up for sorting

incoming mail. Depending upon the bulk of

mail the library receives, it may be helpful to

have separate shelves for direct mail, separate

shipments, and regular shipments, as well as a

shelf for other mail. As mail is received it

should be sorted and placed on the shelves.

Separate shipments can be identified by the

shipping list number on the mailing label.

Due to similarities in addresses, depository

libraries occasionally receive mail intended for

another library. Consequently, mailing labels

for all depository receipts should be carefully

checked and incorrectly delivered mail should be

rerouted as soon as possible. You may either

forward the shipment to the appropriate library,

absorbing the cost of postage, or you may

contact the Claims Section of the Depository

Distribution Division to get new labels, and the

U.S. Postal Service will bill the Government

Printing Office.

B. Shipments

1. Regular Shipments

Regular shipments usually arrive daily and

should be processed as soon as possible.

LPS guidelines recommend that they be

processed, checked in, and ready for use

within 10 days of receipt.

1) Open the box carefully so as not to

damage any of the contents.

2) Check the depository library number

handwritten inside the box to verify

the destination. (Doing this cuts down

on processing shipments intended for

another library and enables LPS to

supply the correct label for forwarding

misdirected items.)

3) Carefully remove the first shipping list

without damaging the order of the

documents in the box. Usually, the

library's selections are packed next to

the corresponding shipping list. There

may be one or more shipping lists

accompanying the documents in the

box depending on the percentage of

items the library has selected. The

shipment may include paper,

microfiche, and electronic products.

(Note: All shipping lists are included in

the boxes regardless of whether or not a

library has selected any of the items

listed on them.)

4) Stamp the date on the top of the

shipping list.

5) Match the publication with the

appropriate title on the shipping list.

Documents are listed on the shipping

lists in order by item number, not by

SuDocs classification number.

6) Mark the shipping list to indicate

publications received. (Use check

marks or other notation.)

7) Print the SuDocs number and any

special location codes on the cover or

inside the cover of the document if it

is a bound volume. If the document

cover is very dark or very glossy,

place a label on the document and

print the number on the label. Be

careful not to stamp or mark over any

important map, chart, table, or text.

Most depository microfiche have the

SuDocs number already on the

material, so simply stamp the

envelope. For microfiche without

SuDocs numbers, print the number

carefully in the upper left comer of the
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microfiche jacket. Use a felt tip pen,

as printing with a ball-point pen may

damage the microfiche. Keep those

microfiche series together that have

been shipped in sequence. This will

save time in check-in and filing.

Posters or other items which may be

used for display should be stamped

and the call number printed on the

verso.

For bound volumes, inscribe the

SuDocs numbers on the spine, either

at this point or later as the documents

are being checked in. Label only as

much information as necessary to

differentiate this particular volume

from others. For example, most serial

type volumes (US Reports, Serial Set

etc.) have the volume number/date on

the spine. Therefore, it is only

necessary to print the "stem" of the

SuDocs number, through the colon, on

the spine label.

Titles that are issued in looseleaf

format may arrive stapled together or

wrapped in cellophane. The library

should provide binders for looseleaf

items without binders. Other items

may be tied with string or library tape

or fastened together with brads or

fasteners.

8) Stamp each document with either the

date of receipt or the date of the

shipping list, depending on the library

policy.

Stamp the depository identification on

each document.

9) Check for missing items according to

the method set up earlier. Transfer,

or flag for transferring later,

information regarding classes added,

corrected items, or other special notes

to the item card file.

10) Items in the box, but not on the

shipping list, should be processed and

routed appropriately. These include

issues of Administrative Notes,

Publications Reference File (PRF),

Needs and Offers, etc.

11) Claim missing items, if necessary.

(See discussion in following section.)

12) Log the shipping list in the register

and file in the shipping list file.

13) Count documents and record on

appropriate statistics chart.

14) Affix any other ownership stamps,

bookplates, theft detection devices,

etc., as required by the library.

15) Place processed items in designated

location for check-in or cataloging.

2. Direct Mail

Direct mail should be processed as soon as

possible as most of it is time sensitive.

1) Print the SuDocs number and any special

location codes in the upper left comer of

each document. It is helpful to keep a

list of direct mail items with their

corresponding SuDocs numbers and

special locations at hand.

2) Stamp the cover of each piece with the

current date and the depository

identification stamp.

3) Place security tags in publications

whenever possible. (With one-page data

sheets such as Daily Treasury

Statements, this may be difficult.

However, depository receipts should be

secured in the same manner as other

library materials.)

4) Count documents and update the

statistics chart.
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5) Place the documents in a designated area

to be checked in.

(Note: Direct mail should be checked in and

made available immediately.)

3. Separate Shipments

Separate shipments packages should be

placed on the "Separate Shipments" shelf

until the shipping list arrives. When the list

arrives, pull the boxes or packages and

process as follows:

1) Open packages/boxes carefully, so as

not to cut or damage any documents.

2) Stamp the date at the top of the

shipping list.

3) Match the publication with the

appropriate title on the shipping list.

Documents are listed on the shipping

lists in order by item number, not by

SuDocs classification number.

4) Print the SuDocs number on the cover

or inside the cover in the same manner

as in no. 7 under Regular Shipments.

5) Mark the shipping list to indicate

publications received.

6) Stamp the document with either the

date of receipt or the date of the

shipping list, depending on library

policy.

7) Stamp the depository identification on

the document.

8) Check the item list to see if there are

any missing packages. If so, file the

shipping list in a file folder marked

"Separate Shipments" and wait a week

or so before claiming. Separate

shipment packages sometimes arrive

over a period of two weeks or more.

9) If all selected items have arrived, log

the shipping list in on the shipping list

register and file.

10) Count documents and add to statistics

chart.

11) Affix any other identification stamps,

bookplates, theft detection devices,

etc., as required by the library.

12) Place the processed documents in a

designated location for check-in or

cataloging.

C. Claims

A claim is a notice which is sent to LPS
requesting a selected publication which was not

received. Regionals should claim any

publications listed on the shipping list and not

received. Selectives may claim only those

publications which they selected and are listed

on the Claims Core List. Direct mail which was

not received may also be claimed if it appears

on the Claims Core List. The Claims Core List,

updated as needed, is printed in Administrative

Notes.

Claims may not be made to replace items which

are received and later lost. It is also possible to

claim for a replacement for defective items or

items damaged in shipment. Claims must be

made only for those items selected during the

effective time period which is indicated on the

shipping list. For the rules regarding claims,

see Chapter 3 of the Instructions and

Administrative Notes, vol. 4, no. 5, Feb. 28,

1993, pp. 1-5.

As claims policies and procedures change from

time to time, it is suggested that a folder marked

"Claims" be kept to record the latest instructions

for processing claims.
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1. Claims Procedure

When a selected item is listed on a regular

or separate shipping list and is not received,

and it appears on the LPS Claims Core List

or is shipped by a microfiche contractor, it

must be claimed. After verifying that the

library should have received the item, use

the following procedure to file for claims:

1) Circle both the SuDocs number and item

number of the missings publication(s).

2) Photocopy the shipping list in question.

3) In the return address section of the

shipping list fill in the depository

number, shipping list number, and stamp

or type the library name and address.

4) Mail the photocopy of the shipping list

to the address printed on the form.

5) Write "Claimed date" on the original

copy of the shipping list and file it in the

"Claims" folder.

It is possible to send claims to GPO via

fax. The fax number is: (202) 512-1429.

The following chart shows the calling times

specified for each time zone, and, in

parentheses, the corresponding time the

calls will be received by GPO:

Pacific

8:00 - 11:00 a.m. (11:00 a.m.-2:00 p.m.)

Central/Mountain

1:00 -4:00 p.m. (2:00 - 6:00 p.m.)

Eastern

8:00 - 11:00 a.m. (8:00 - 11:00 a.m.)

Claims may also be faxed in before 8:00

a.m. and after 5:00 p.m., Eastern time, by

libraries in any time zone.

Claims for direct mail items from the LPS
Claims Core List should be submitted using

the Depository Library Inquiry Form (Form

3794). Completed forms (see Figure 5)

may be either mailed or faxed to GPO.
The mailing address is provided on the

form, while the telefax number is (202)

512-1636.

Claims for microfiche shipped directly from

the contractor must be made to the

contractor, not to LPS. Claims must be

mailed directly to the address at the bottom

of the shipping lists within 60 calendar days

of receipt of shipments. Invalid claims will

be researched by the contractor and

returned to the library. LPS supplies a

computer tape containing the item numbers

and corresponding item selections generated

from the Depository Distribution

Information System (DDIS). The

contractor uses this tape for both microfiche

distribution and verification of claims.

2. Entire Shipments Not Received

Check the shipping list register for any

missing shipping list numbers. Contact the

regional or other nearby depository to get a

copy of the missing shipping list. If none

of these libraries has received the shipping

list, then contact the Library Programs

Service. When the copy is received, check

to see which item numbers should have

been received. Publications selected but not

received, that are listed on the LPS Claims

Core List, are to be claimed. Proceed in

accordance with previously described

procedures for filing claims.

Hint: If your paper shipping list register

shows a gap in numbering, compare the

"Box No." on the top left comer of the last

shipping list received before the gap with

the "Box No." on the first shipping list

after the gap. If there is a gap in box

numbers as well, then you have a problem.

If no gap in the "Box No." exists, then you

can expect the missing shipping lists to be

surveys, separates, or some other kind of

irregular shipment.
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GPO FORM 3794
(R 7-861

DEPOSITORY LIBRARY INQUIRY FORM

Selection Inquiry

Fugitive Publication

Classification Inquiry

Item Number Inquiry

Monthly Catalog Inquiry

Claim inquiry

S Claim for Automatic/Direct Mail

Depository Shipping List Inquiry

Other

DIRECT MAIL ITEM
Depository Shipping List No. and Date

AE2. 106:56/40

Paper 0

Jorden Michael McClane
Name ot Librarian

(302) 275-1119

Area CoderTelephone No

February 28, 1991 0695
Date

Item Number 0573-C

Title & Government Issuing Office

National Archives and Records Administration

Lib. No.

Classification No.: Item No.

FEDERAL REGISTER (Daily) [paper] February 20, 19 91

Federal Register Office

Details of Request
NOT RECEIVED

For Use By GPO

Reply

INSTRUCTIONS. Mail copies 1 and 2 to U S Government Printing Office
Library Programs Service (SLLA)
Washington. D C. 20401

Retain copy 3 for your files. Print or type your address m the area provided below to ensure a prompt response

us GOVERNMENT PRINTING OFFICE
SUPERINTENDENT OF DOCUMENTS

WASHINGTON DC 20402

OFFICIAL BUSINESS

LIB#

Institution

Address

0695
Gulati Public Library

100 Paskoski Avenue

Civic Center

Wilmington, DE 19803 LPS ACTION

[Figure 5]

Claim for Direct Mail - Depository Library Inquiry Form
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3. GPO Response to Claims

LPS reserves 17 copies of paper,

microfiche, and electronic products to fill

claims from the LPS Claims Core List.

When the supply runs out, claims are

returned marked "Exhausted." The sooner

a claim is filed, the better chance of

obtaining a copy. In responding to claims,

LPS includes the claim in a regular

shipment box. If a library claims an item

which it has not selected, LPS notifies it of

the error.

4. Unfilled Claims ^
"

When GPO cannot supply a claimed item,

proceed as follows:

1) Pull the original shipping list from the

"Claims" folder.

2) Staple the LPS response to it and file it

in the shipping list file.

3) Try to obtain needed publications from

other sources:

a. Contact the regional library or other

depository library to get a copy for

photocopying;

b. Purchase from GPO if it is a sales

item;

c. Contact the issuing agency.

Congressional office, or other source

to see if a copy is available.

4) If none of these methods meets with

success, add the publication to a "Needs

File." The needs file should be used in

conjunction with discard lists from other

libraries and the Needs and Offers list.

5. Processing Incoming Claims

If the claimed publication is received from

GPO (or from another source), pull the

original shipping list from the "Claims"

folder, mark the List "Received [date],"

process the document in the manner

described earlier, and file the shipping list.

D. Check-in and Shelflist Maintenance

Each depository library is required to

maintain piece level check-in records

for depository receipts.

Each depository library is required to maintain

piece level check-in records for depository

receipts. These records should be maintained in

a card file arranged by SuDocs number or in an

online catalog. Records should contain SuDocs

number, title, holdings, format, and location.

Records for documents issued in microfiche or

in electronic format should be clearly marked as

such for ease of retrieval.

Any changes in title or call number should be

clearly cross referenced on the record with "for

earlier see" and "for later see" notations.

Additionally, other information pertaining to the

publication such as discard dates (where

applicable), special guidelines for retention from

the Superseded List (e.g. "Keep latest edition

only," "Keep current year plus previous year")

and special locations (e.g. "Shelved behind

Reference Desk," "Science Library," "At

Bindery") should be clearly and consistently

noted.
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1. Manual Check-in

Depository libraries should construct their

shelflist in a manner that is most convenient

and useful for their particular situation.

However, it is imperative that the shelflist

be accurate and up-to-date. Manual

check-in should be done on cards designed

especially for maintenance of library

records; 3x5 cards continue to offer the

greatest flexibility. Plain cards are used for

monographs. Pre-printed cards, available

from most vendors of library supplies, can

be used to record numbered or dated series.

Documents may be checked directly into the

shelflist following the procedures described

below:

1) Take the document to the shelflist and

locate the card in the shelflist that

corresponds to the document number,

title, etc.

2) Mark the shelflist card to indicate receipt

and format of the new issue. For

example, use a check to indicate paper

copy, MF for microfiche and D for a

floppy diskette. If the document was
received in more than one format,

receipt of all copies should be clearly

marked on the card.

If the document has already been

checked in, the document in hand is a

second copy (unless it is in a different

format).

Indicate c.2 in the appropriate place.

Make a notation on the document to

indicate that it is a second copy.

Publications received from agencies and

other sources through the mail frequently

are second copies. If a second copy is

not desired, the non-depository copy

may be offered to other libraries.

3) Figures 6 through 9 represent sample

check-in cards for serials making use of

pre-printed cards:

EP1 .67:vol/mo. ENVIRONMENTAL PROTECTION AGENCY
Title EPA Journal

Year Vol. Jan. Feb. Mar. Apr. May June July Aug. Sept. Oct. Nov. Dec.

1987 1 3 ( 1 ) 2 3 4 5 ( 6 ) 7 8 9 1 0

1988 14 ( 1 )
2 3 4 5

( 6 ) ( 7 )

1 989 1 5
( 1 ) { 2 ) ( 3 ) ( 4 ) { 5 ) ( 6 )

1 990 1 6 ( 1 ) ( 2 ) ( 3 ) ( 4 ) ( 5 ) ( 6 )

No. Copies Depos Item: 431-1-66 Indexed In

[Figure 6]

Figure 6 illustrates a typical card used for checking in monthly or quarterly

publications such as Monthly Labor Review or EPA Journal.

77 Revised November 1993



Chapter 5 - Bibliographic Control

C1 .76: date COMMERCE DEPARTMENT

Title: Commerce Business Daily Note: Discard after 90 days

1991 1 2 9 0 7 0 9 10 n 12 19 14 19 10 17 10 19 as 21 22 24 23 aa 27 20 29 90 91

wOl 1 •
V V y

J J J v/ v/ 7
f

J V >i >/ J
9
J J J

V

rSO. J J
V

J
V

J\ \ V
JX J

V
J\ A

V
J ¥ 7 J

9
J J

9
J
9 9

J
V

Mar.

Apr.

May

Jun.

Jul.

Aug.

Sep.

Oct.

Nov.

Dec.

1 2 9 4 9 0 7 0 9 10 n 12 19 14 19 10 17 10 19 21 22 21 24 29 as 27 ao 29 90 91

[Figure 7]

The card illustrated by Figure 7 is used for checking in daily publications

such as Commerce Business Daily.

FEDERAL REGISTER

Vol. 56 (1991)

AE2.106:vol/no.

Earlier: GS4.107:

Current Year Shelved at Front Counter

V 1 411 a/ 21 V 31 y 414^ 61 71 81 91

V 2 22 V 32 V 42 >/ $2 62 72 82 92

23 V 33 y 43 53 62 7c 83 93

24 V 34 V 44 54 7< 84 94
V 5 y 25 \ 35 y 45 55 6£ 7£ 85 95n V 26 ^ 36 V 46 56 6e 7€ 86 96

^/ 7 V 27 ^/ 37 J47 57 67 7? 87 V
J_8 V 38 y 48 58 6{ 7£ 88 98

V 9 V 19 a/ 2S V 39 •si 49 59 6C 7£ 89 99

V ic 20 yl 30 V 40 v/ 50 60 7C 8C 90 GO

{NO. 20 claimed from GPO I / 19/91)

[Figure 8]

The card in Figure 8 is used for checking in numbered series such as the

Congressional Record or the Federal Register.
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SI1.1:yr.

Smithsonian Year

SMITHSONIAN INSTITUTION

Year rioca Year nOC 0 Year riec u Year Heca Year Kec a Year Heca

/975 2/76 ;980 3/8/ /985 2/86 /990 2/9/

/976 3/77 /98/ 6/82 /986 2/87

/977 2/78 i982 2/83 /987 2/88

/<?78 2/79 /983 3/8^ ;988 3/89

/979 3/80 ;98^ 2/85
/989 3/90

Route Gift copies to Dr. Adams, Rm 330 - State Museum of Natural History

[Figure 9]

Figure 9 illustrates a card for checking in annual publications such as Smithsonian Year.

4) Titles which cannot be checked in on

existing cards will need to have cards

typed for them. Most Guttered

monographs fall into this category.

(There are currently several vendors that

supply commercially produced shelflist

cards. Libraries typing a large number

of cards may want to explore the various

services offered by these vendors.)

5) Place the documents which need cards in

a special area, awaiting the new cards.

Cards should be typed as soon as

possible to get the documents on the

shelves quickly and to avoid backlogs.

6) Figures 10 through 13 represent various

options for checking in monographic

receipts on plain cards.

Y 10.2:N 88

U.S. Congressional Budget Office

Nuclear waste disposal : achieving
adequate financing. 59p. August 1984,

[Figure 10]
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TD 8 . 2 : CT

National Highway Traffic Safety
Administration

General Piiblications

:M 85/30 - Motor vehicle defects
and recall campaigns.
April 1981.

:M 85/30/989 -

— Same. April 1989

[Figure 11]

S 18.2: EL 1 MICROFICHE

U.S. Agency for International
Development

Displaced persons in El Salvador: an
assessment. March 15, 1984. 228p.

[Figure 12]

CD-ROM
COMMERCE DEPT.

C 3.277 :AG B/9B1/CD/V .1

Census Bureau
Economic and Agriculture Census
(Irregular)

1987 Census of Agriculture, State Data
File, Coxinty Data File,
Volume 1. 1991.

[Figure 13]
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7) Once documents have been checked in

or have cards typed for them, they are

ready to be shelved.

a) Union Lists

If documents are not listed in the

library's card or online catalog, it would

improve access to enter serial titles in

the library's serial list or union list.

Serials should be checked in on the

documents shelflist, but it is permissible

to limit check-in to the library's serial

records. The shelflist should be marked

to indicate any special treatment for

serial titles.

2. Alternate Check-in with Shipping Lists

An alternative way to check-in

documents is from the shipping list

rather than from the piece itself.

An alternative way to check-in documents is

from the shipping list rather than from the

piece itself. This will assure that

documents reach the shelves in a timely

way and are not stalled in backlogs. That

procedure is as follows:

1) Once the documents have been lettered,

stamped, etc., they can be shelved.

2) The shipping list is not filed, but is

taken to the shelflist and used to

check-in those documents which have

been checked off as having been

received. The shelflist is marked as in

steps 2 and 3 above. As each piece is

checked in, a notation is made on the

shipping list to indicate that it has been

checked in.

If there is no card in the shelflist, a

notation is made on the shipping list and

it is set aside for the card typing step. If

the document is a second copy, both will

need to be retrieved from the stacks and

so marked. Again, delays should be

avoided in order to get the record in the

shelflist as soon as possible.

3) Completed shipping lists are filed in the

usual manner.

3. Automated Check-in

The same standards for recording and
processing documents receipts in a

timely manner that apply to manual

check-in must also be maintained for

automated check-in.

Depository libraries with appropriate

computer technology may want to replace

their card shelflist files with automated

check-in systems. The same standards for

recording and processing documents

receipts in a timely manner that apply to

manual check-in must also be maintained

for automated check-in. Additionally, the

library must adhere to regulations in the

Instructions for check-in to the piece level.

Two types of automated check-in systems

are currently in use: Microcomputer based

systems and online catalog integrated

systems. Most libraries that have changed

from a manual to an automated check-in

system have noted a dramatic improvement

in their ability to manage the documents

collection.
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a) Microcomputer Based Check-in

With a microcomputer based system,

documents are checked in on a

microcomputer using database

management software. Libraries using a

microcomputer based check-in procedure

report that processing time is reduced

and documents become available sooner

than with manual check-in.

Additionally, access is improved as the

database can be duplicated and made

available as a reference tool at a number

of public service points. Reports on two

such methods of automated check-in can

be found in the following articles:

Thompson, Ronelle K.H. "Managing a

Selective Government Depository Using

Microcomputer Technology." College

and Research Libraries News, vol. 50,

no. 4, April 1989, pp. 260-262.

"Readers Exchange: Automated

Documents Check-in Using PC-File :db

at Appalachian State University."

Administrative Notes, vol. 11, no. 22,

October 31, 1990, pp. 3-7.

Figure 14 illustrates a check-in record

for a serial using a microcomputer based

check-in system.

b) Online Check-in

Online check-in of depository receipts is

done in conjunction with an integrated

online catalog. Online catalogs offer

easy access to materials owned by the

library and allow for check-in of both

serial and monographic titles. As
depository libraries add the GPO/MARC
catalog records to their Online Public

Access Catalogs (OPACs), online

check-in of government publications is

becoming more prevalent. In addition to

the benefits cited above for

microcomputer based check-in, the

online catalog with appropriately marked

holdings offers bibliographic access to

documents on the same level as other

materials in the library.

Libraries may acquire GPO created

MARC (MAchine Readable Catalog)

records for documents in two ways:

1) by using one of the cataloging

utilities such as OCLC or RLIN to

acquire catalog records for

individual documents, or

2) by acquiring the records on tapes

from the Library of Congress or

from a vendor and batch loading

them into their online catalogs.

When individual catalog records are

acquired from one of the cataloging

utilities, the record serves as an

inventory control as it is created from

the piece. Once a serial record is

entered in the catalog, individual issues

may be checked in using the system

capabilities for serial control. Holdings

for multi-part documents may also be

marked on the records.

If a library catalogs only a portion of its

receipts in this manner, it must maintain

a separate record of receipts (either

manual or automated) for those

documents not cataloged. Some systems

generate a shelflist card for monographs

which can be filed and maintained as an

additional holdings record. Figure 15

shows a monograph record as it appears

in OPAC.

Acquiring tapes from a vendor and batch

loadmg the records into the OPAC may
be more cost effective than acquiring

individual records from a utility.

Vendors can tailor the tapes to match a

library's item selection profile; both

retrospective and ongoing tapes are

available. Libraries with ongoing tape

subscriptions receive the tapes at regular

intervals, either monthly or biweekly,
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depending on the vendor. LPS is

concerned, however, with the integrity

of the holdings records when tapes are

batch loaded into a database.

It is not sufficient for a depository

library to load a tape containing the

GPO records. The tape load should be

"tailored to the library's item number

profile, checked against actual

accessions and coupled with the library

continuing to record individual issues of

serials received.

"

Although LPS has strongly encouraged

the online processing of documents, it is

firm in its insistence that online

processing conform to GPO's

Instructions for bibliographic control of

depository holdings.

It is not sufficient for a depository

library to load a tape containing the

GPO records. The tape load should be

"tailored to the library's item number

profile, checked against actual accessions

and coupled with the library continuing

to record individual issues of serials

received" (Administrative Notes, vol.

11, no. 5, July 15, 1990, pp. 2-3).

ITEM NO: 0862-B MORE: Y SH: DOCSTAFFSTAT : 0 SUPER: Y
DEPT: STATE AGENCY

:

SERIES: BACKGROUND NOTES ON (VARIOUS COUNTRIES)
SUDOCS: S 1.123: MF N
NOTES: WRITE REF G 59 .U512 ON COVER; FILE ALPHABETICALLY IN NOTEBOOKS
IN REFERENCE AREA. KEEP CURRENT ISSUE ONLY FOR EACH COUNTRY

SD N 8 4/COVER T R 1/21/91
SD B 73/990 T : BRAZIL R 1/21/91
SD C 89/990 T . CUBA R 1/21/91
SD F 49/990 T : FINLAND R 1/21/91
SD IT 1/990 T : ITALY R 1/21/91
SD L 56/990 T • LESOTHO R 1/21/91
SD UN 34 K/990 T UNITED KINGDOM R 1/21/91
SD T R
SD T R
SD T R
SD T R
SD T R
SD T R
SD T R

[Figure 14]

Serial check-in using Professional File, (courtesy Ronelle K.H. Thompson, Augustana College, Sioux Falls,

SD 57197)
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Search Request: T=DEflLIMG UITH DROPOUTS
BOOK - Record 1 of 2 Entries Found

Screen I of 1

Brief Vieu
UhlVERSITY OF FLORIDA

RUTHOR: OERI Urban Superintendents Netuorks (U.S.)
TITLE: Dealing uith dropouts the urban superintendents' call to

ac t i on
PUBLISHED: Uashington, D.C. : Office of Educational Research and

Improvement, U.S. Dept. of Education For sale by the Supt
of Docs., U.S. G.P.O., 1S87.

LOCflTIOh:
LIBRARY UEST,

Documents

CALL MUriBER:
ED 1 .2:D 85

STATUS:
Mot checked out

COnnRMDS: LO Long Vieu H Help
E Introduction h Mext Record MEMU flore databases
0 Other Options I Index

MEXT COnilRMD:

[Figure 15]

Monographic record as it appears in an integrated online catalog (Unisys-PALS).

(Courtesy Ronelle K.H. Thompson, Augustana College, Sioux Falls, SD 57197)
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LTUD DONE flFL1941-001
NOTIS nflRC HOLDINGS LBD9

UD SERIALS OCLC 02087085 LC 75648421 //r81 ISSN 0362-4048 S/STflT c FREQ q S/T p
fimerican rehabilitation flR. Began uith Vol. 1, no. 1 (Sept. -Oct. 1975). —

Washington, D.C. : U.S. Dept. of Health, Education, and Uelfare,
<Rehab i I I tat ion Services Administration Supt. of Docs., U.S. Govt. Print.
Off., distributor, Supt. of Docs., U.S. Govt. Print. Off., Washington, D.C.

20402
=>001 STATUS: 2S LOOM: LIBRARY UEST, Documents COPY:

CALL: lb See holdings for call number. ITEMS: 0
UD» AFL1941 FIIT H DT 03/29/90 R/DT 12/27/91 STAT c RT y E/L z
R/STAT ? MTHD ? DT/CAM G/RTN ? S/RTN CMPLT ? LEND ? REPOL ? LAM ???

899/1
899/2
899/3
899/4
899/5
899/6
899/7

la HE 1 .612:

la v.1-5, 1975-1980
la (Lacking v . 1 : no .

1 -2( 1975 : Sep . /Oct . -Nov . /Dec . )

)

la ED 1.211:
la v.6-16. 1980-1990
la (Lacking v. 1 1 : no .2( 1985:Apr ./Jun.
la (Lacking v . 15 : no .4( 1989 ; U. nter )

)

LTUD DONE Aai941
NOTIS ACQUISITIONS

UD SERIALS OCLC 02087085 LC 75648421 //r81 ISSN 0362-4048 S/STAT c FREO q
American rehabilitation AR. Began uith Vol. 1, no. 1 (Sept. -Oct. 1975). —

Washington, D.C. : U.S. Dept. of Health, Education, and Uelfare,
<Rehab i I i tat i on Services Administration Supt. of Docs., U.S. Govt. Print
Off., distributor, Supt. of Docs., U.S. Govt. Print. Off., Washington, D.C

20402
PO*: 001AFL1941 07/05/89 ORDUNIT: B1 RECUNIT: B1 SCOPE: 2

"

VENDOR: D fiCTINT: 0120 POP: b LI: L2:
Vfl:

LBD9
S/T p

NV:

NO:

SOURCE: depos.
DIV 0G1 CCN 001 NOTE:

001 BN
FC

002 R v.l7:no.l
003 R v. 18: no. 1-2

REF:

E$
00/00 CUR usd ANT

1991 : Spring
1992 : Spr i ng-Summer

flED: PCS:
0.00 E» OG tID 07/05/89 AD none

0.00 C» 01 XPn 0 L3/4
UD 12/27/91 AD 04/25/92
UD 08/25/92 AD 12/23/92

[Figure 16]

Serial check-in using the NOTIS system. (Courtesy Tom Caswell, University of Florida Libraries,

Documents Dept., Library West, Gainesville, FL 32611)
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TITLE
CALL t

LIB. HAS

Index nedicus / Nailonel Library of Medicine
SCI INDEX R 5 152 LOCATIONS ORO Scl & Engln
PRO; y.3l Pt.1-2 (Jan.-Nov.) 1999

: Jan 881 Feb 88

! ARRIVED 1 ARRIVED
! 02-22-88 ! 03-14-88
!29:1 1129:2 1

Mar 88; Apr 881 May 88! Jun 88! Jul 8Si

ARRIVED ! ARRIVED ! ARRIVED 1 ARRIVED ! ARRIVED !

04-08-88 ! 05-16-88 ! 0G-1G-88 ! 08-04-88 ! 08-:3-86 !

29:3 1129:4 1!29:5 I!29:e i!29:7 i:

! Aug 881 Se? 88

1 ARRIVED ! ARRIVED
!J 1 10-31-88

Oct 83: Nov 88! Dec 88! Jan 89! 198S:

ARRIVED : ARRIVED ! ARRIVED i ARRIVED ! ARRIVED !

12-07-88 ! 01-10-89 ! 02-09-89 IPTS 1 & 2 iMEDICf^L SU;

29 = 8 1

1

29--9 1 !29:10 1 !29: 1

1

1 129: 12 H30:l 1 !3g

TITLE Index nedicus / Nations! Library of Medicine
CALL S SCI INDEX R 5 152 LOCATIONS ORO Sci & Engm
Lie. HAS ORO: v.3l. ot.1-2 (Jan. -Nov.) 1990

Boxes 15 to 28 of SB

! Feb 891 Mar 89; Apr 8S: May 89! Jun 891 Jul 89;

I ARRIVED I ARRIVED I ARRIVED ! ARRIVED ! ARRIVED I ARRIVED ; ARR

!PTS 1 i 2 IPTS 1 h 2 IPTS 1 & 2 :PTS 1 & 2 IPTS. 1 h 2;PTS. 1 i 2!PTS.

!3e = 2 "30:3 li30:4 1i30:5 1130:6 1!50!7 l!30:r

IVED
162

1

! Sep 89! Oct 891 Nov 89 i Dec 89! 1990! Jan 501 Jan 9?

I ARRIVED I ARRIVED I ARRIVED ! ARRIVED I ARRIVED I ARRIVED I AR?;!VED

IPTS 1 & 2 IPTS 1 & 2 IPTS \h2 IPTS 1 & 2 IMEDICAL SUIPT.l. SUBJIPT.:. AUTH

139 = 9 i!30:10 1130:11 1;50;12 1131 LLiSiJ UiiiJ L

TITLE
CALL t

LIB. HAS

Index nedicus / National Library of Medicine
SCI INDEX R S IS2 LOCATIONS ORO Scl & Engln
ORO: V.31 ot.1-2 (Jan.-Nov.

)

_L23jJL

Eoxes 29 to 42 of gS

! Feb 90! Mar 90! Mar 90; Apr 90! Apr 90! May 90! May 90!

I ARRIVED I ARRIVED I ARRIVED ! ARRIVED I ARRIVED I ARRIVED 1 ARRIVED !

I AUTHOR & SIPT 1. SUBJIPT 2. AUTH I FT 1: SUBJIPT 2: AUTH!PT 1: AUTHIPT 2: SUE J!

!5l;2 l i3l;3 1131:5 i;31:4 W^\:A 1151:5 LLSilS U-
I Jun 901 Jun 90! Jul 90! Jul 90! Aug 90! Aug 90! Sep 901

I ARRIVED 1 ARRIVED I ARRIVED I ARRIVED I ARRIVED I ARRIVED I ARRIVED I

tPT l: SUBJIPT 2: AUTHIPT 1: SUBJIPT 2: AUTHIPT 1: SUBJIPT 2: AUTHIPT I: SUBJ

I

I31;E 1I31;6 1131:7 l!3l;7 1131 :8 1!31;8 LULLS LL

TITLE Index nedicus / National Library of Medicine
CALL t SCI INDEX R 5 152 LOCATIONS ORO Sci & Engin

LIB. HftS ORO: v.31 ot.1-2 (Jan. -Nov.) 1990
Boxes 45 to SS ef SS

I Sep 901 Sep 90! Oct 90! Nov 901 Dec 90! Dec 90!

t ARRIVED I ARRIVED 1 ARRIVED 1 ARRIVED I ARRIVED ! ARRIVED I

JPT 2: AUTHIPTS 1 & 2 IPT 1: SUBJIPT. 2: AUTHIPT 1: SUBJIPT 2: AUTHI

151:9 1131:10 1!5l:ll 1!3l;11 1!3I;12 1!51;12 i;

EXPECTED
02-21-91

52:1

t E

! 03-21-91
132:2

I

I E

I 04r21-9l
132:5

IE IE IE IE
; 05-21-91 ! 0B-21-91 I 07-21-91 ! 08-21-91

132:4 !52;S Li2Ji Liii2

t 09-:S-9l

[Figure 17]

Serial record check-in with INNOVAC Inc. system. (Courtesy Frank Wihbey. Tri-State Documents

Depository, Raymond H. Fogler Library, University of Maine, Orono, ME 04469)
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GPO FORM 3794

(R 7-86)

DEPOSITORY LIBRARY INQUIRY FORM

Selection Inquiry

S Fugitive Publication

Classification Inquiry

Item Numt>er Inquiry

Monthly Catalog Inquiry

Claim Inquiry

Claim for Automatic/Direct Mail

Depository Shipping List Inquiry

Other

(Not distributed by GPO)

Paper S

JOHN NATHANIEL TATE
Name ol Librarian

(302) 275-1109
Area Code/Telephone No

February 28, 1991 0694A
Date Lib No.

Depository Shipping List No. and Date

None found None found
Classitication No : Item No.

"BEDTIME FOR BOZO: CASE HISTORIES OF NARCOLEPSY IN CIRCUS CLOWNS"
Title & Government Issuing Office

Heal th and Himan Services Department

National Institute for Occupational Safety and Health

Details of Request
A patron brought a copy of the above publication into the library and

asked if we had a depository copy. We checked our files and the

relevant bibliographic databases and could find no evidence of th e

publication being distributed through the depos i tory library program .

I have enclosed a photocopy of the cover, title pagP anH vpr^n fnr

i^.fo'^.^tion. The publication is not. mentioned In the List of Classes

.

For Use By GPO

Reply

INSTRUCTIONS: Mail copies 1 and 2 to: U.S. Government Printing Office
Library Programs Service (SLLA)
Washington, D C. 20401

Retain copy 3 for your files. Print or type your address in the area provided below to ensure a prompt response.

UB# 0694A

Institution Clark University Library

Address 300 Bartlett Boulevard

Wilmington, DE 19809
LPS ACTION

U S GOVERNMENT PRINTING OFFICE
SUPERINTENDENT OF DOCUMENTS

WASHINGTON 0 C 20402

OFFICIAL BUSINESS

[Figure 18]

Fugitive Publication Inquiry - Depository Library Inquiry Form
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GPO cataloging tapes which are batch

loaded usually contain records of materials

which have already been distributed; that is,

most documents are received before the

bibliographic record appears in the

database. When records are batch loaded,

there is no way to verify that records in the

database match the actual receipts of

documents.

As libraries are required to unpack and

process documents as they are received

(Instructions, Chapter 3), they must devise

a way to check-in documents which meets

GPO requirements for bibliographic

control. Each library will have to assess its

own system capabilities in order to decide

how best to record current receipts of those

documents for which a full MARC record

does not exist at the time of receipt. Some
of the options are listed below:

1) Create a provisional record which should

contain brief catalogmg information:

author, title, call number, report

number, etc. Holdings can then be

attached. (Later this record can be

replaced by the full MARC record when

it becomes available.)

2) Place documents in a "holding" area

which is accessible to the public until the

MARC records become available. GPO
has said that it is permissible to maintain

a temporary holdings record, such as a

marked shipping list, for up to three

months as a "bridge" until the MARC
records are available for marking

holdings.

3) Create a brief cataloging record in a

separate database that is searchable in

several fields. This file may be

maintained as a permanent file such as

an automated "shelflist" or the records

may be deleted when a MARC record

and holdings are added to the main

database.

4) Use system capabilities to create a

temporary record which can later be

linked to the MARC record when it

becomes available. Most of the online

integrated library systems have

capabilities which can be adapted for

documents check-in.

For examples of serial check-in records

using two different systems, see figures 16

and 17.

Just as general procedures for documents'

processing are governed by the library's

established policies and practices, so also

are procedures for bibliographic control of

documents in an online catalog. The most

obvious controlling factor is the software

system which the library uses. There are a

number of systems currently available, each

with varying capabilities for performing

online functions.

Another factor is where database

maintenance takes place. In some libraries,

automated check-in and database

maintenance are done by the documents

staff within the documents department; in

others, it may be handled by the cataloging

department.

Before a library begins online documents

check-in, there are a number of questions

which must be addressed. These include

whether or not to close the shelflist, what to

do about retrospective holdings information,

how to check-in documents which arrive

before a bibliographic record is available in

the database, holdings format, how to

manage circulation, and whether to barcode

the collection.
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It is well to keep in mind that staff

training will be necessary not only for

those persons actually working directly

with the database, but also for public

service staff who must interpret the

database for the public.

It is well to keep in mind that staff training

will be necessary not only for those persons

actually working directly with the database,

but also for public service staff who must

interpret the database for the public.

It is important to have a detailed processing

manual that gives step-by-step instructions

for the highly technical procedures involved

in online processing. Some libraries have

already written manuals and may be willing

to make these available to other libraries.

A library contemplating automating its

documents records may want to identify and

contact those libraries with common
systems. The tape vendors are usually

willing to supply the names of these

institutions. There are also established

"users groups" for various systems and

products where users share their

experiences and suggestions for

enhancements.

E. Non-Depository Documents

1. Locating a SuDocs Number

Most depositories receive documents from

sources outside of the depository system.

These may come as gifts from patrons,

from Congressional offices, mailing

lists/subscriptions, or from other libraries.

GPO has no official regulation regarding

the handling of these materials, so

individual libraries may develop individual

procedures. Non-depository publications

should be placed on a specially marked

shelf (e.g. "Agency Supplied" or "Gift")

and kept separate from depository

shipments. These documents may be

handled as follows:

1) Locate the SuDocs classification

numbers. Determine if the document is

a monograph, a series title, or a serial.

Use the sources below to look for

numbers. On the cover or a search slip,

jot down the sources searched and the

date if the number is not located.

a. Andriot's Guide to U.S.

Government Publications

b. FRF (Publications Reference File) -

Lists current titles not found in other

indexes.

c. ASI Index - Statistical publications

d. Monthly Catalog (including

CD-ROM versions)

e. OCLC, RLIN, WLN, etc.

f. CIS Index - Congressional

publications

g. Cumulative Title Index to U.S.

Public Documents (1789-1976)

2) Once a number has been found, write it

on the document in the upper left

corner. Note special locations in the

call number. Double check each piece

in the shelflist/online catalog to

determine if it is a second copy. If the

document is a second copy, indicate as

C.2 in the call number. Check the

document in on the shelflist or online

catalog.

3) Stamp the document with the library

ownership stamp (not the depository

stamp), place security tag or other

special stamps as required by the

library. Shelve the document.
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4) If a number cannot be located, return the

document to the "Non-Depository" shelf.

As most non-depository receipts are not

immediately classified or cataloged by

GPO, procedures should be established

to periodically re-search this material.

5) If the SuDocs number cannot be located,

fill out the Depository Library Inquiry

Form (GPO Form 3794~see Figure 18),

and send it, with a photocopy of the

cover and/or title page, to the Library

Programs Service, Mail Stop SLLA.
LPS will attempt to procure the

document for the depository system and

catalog and classify it for the Monthly

Catalog. If LPS is unable to procure

copies of the document, they may
request that the library send them a copy

for microfiche conversion and

distribution.

2. Assigning a Local SuDocs Number

If a SuDocs number cannot be located and

it is desirable to add the publication to the

collection before LPS catalogs and classifies

it, one of the options below may be chosen.

1) Catalog and classify in Dewey, LC, or

other system, and place in the library's

general collections.

2) Place the document in a library vertical

file under the appropriate subject

heading.

3) Using one of the methods below,

classify the document with a local

SuDocs number and process it like any

other document.

a. If the document is part of an

identifiable series, use a "homemade"

SuDocs number and bracket it on the

publication or insert an (x) either

before the colon or after the entire

number to indicate that it is not an

official classification number. This

will help to prevent the number from

conflicting with any number later

assigned by LPS.

b. Classify tiie document in "General

Publications" for the publishing

agency. The "General Publications"

number usually ends with a "2. " For

example, D 1.2:, HE 20.3202:, Y
3.T 24:2, etc. GPO has agreed to

reserve, for local use, the

subdivisions of 12 through 19

following the General Publications

number of each agency. An
exception are those few numbers

which have already been subdivided,

such as 1.2:.

The "General Publications" number

may be subdivided by adding slashes

and numbers. For example, non-

depository documents from the Dept.

of the Army may be classified D
101.2/2x: or serials D 101.2/3x:.

These numbers may be further

subdivided as necessary with dashes

or slashes. The 2-figure Cutter Table

is needed to assign Cutter numbers.

(C. A. Cutter's 2-Figure Author

Table. Swanson-Swift revision.

Littleton, Co: Libraries Unlimited,

Inc., 1969.) Check the GPO
Classification Manual (GP 3.29:P

88/993) for policy on dates, numbers,

etc.

In order to identify these publications

quickly on the shelflist, it may be

helpful to make the entry on

different-colored card stock. In the

event that LPS does assign a number,

and it seems desirable to change the

classification, the publication will be

easily identifiable.
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F. Shelving/Filing

All staff working with documents, from
the reference staff to shelvers, must

become familiar with the SuDocs

classification system and with local

library filing and shelving policies.

If a document, a shelflist card, or a microfiche

is filed incorrectly, it may be lost for years. All

staff working with documents, from the

reference staff to shelvers, must become familiar

with the SuDocs classification system and with

local library filing and shelving policies.

When possible conflicts arise in shelving or

filing, decisions should be recorded in the

departmental manual and explained to all staff.

Shelflist cards should be filed using the same

rules as for shelving paper documents or filing

microfiche. New staff assigned to shelving and

filing should have their work revised until they

have demonstrated their familiarity with the

system. All staff should be familiar with An
Explanation of the Superintendent of

Documents Classification System (GP 3.2:C

56/8/990) and the GPO Classification Manual

(GP 3.29:P 88/993).

There are many acceptable methods for filing

and shelving documents. Some libraries have

chosen to file numbers before letters while

others have adopted the opposite strategy. Many
libraries continue to follow the alphabetic/

mnemonic system presented in earlier editions of

this manual and presented below:

C Cutter

D Date

L Letter

N Number
W Word

The important thing is not the method chosen,

but rather to have a logically and consistently

applied order to the documents collection, one

which is easily understood by staff and patrons

G. Microfiche

Chapter 4 of the Instructions covers the

physical care of microfiche. It is important to

keep abreast of the professional literature

relating to care, storage, reproduction, and

access to microforms. See also the section on

microfiche in Chapter 6 of this manual.

Documents librarians should ensure that

microfiche are bibliographically accessible and

processed and checked-in in the same manner as

paper documents. Ownership should be stamped

on the envelope, but care should be taken not to

damage the microfiche. Microfiche should be

shelved by SuDocs numbers, although some

large sets may be filed separately. For example,

many libraries file the Department of Energy

(DOE) microfiche by accession number; others

file them by the report number. Some ways to

improve access to microfiche are to:

1) Add serial titles in microfiche to union lists;

2) Make cross references from the SuDocs file

and the shelflist to the location of

microfiche sets which are not arranged by

SuDocs number;

3) Enter cataloging records for microfiche in

the library's catalog.

Special care should be taken in filing

microfiche, as they are frequently misfiled.

When removing a microfiche from the file, a

marker should be placed in the space to facilitate

refiling.
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H. Electronic Products

Depository libraries must check-in and

provide bibliographic access for

electronic materials just as they would

for paper and microfiche documents.

As with paper and microfiche, libraries may use

the shelving arrangement that is most

appropriate for their situation. For example,

CD-ROMs may be stored on the shelf, in

specially designed cabinets, or in microfiche

cabinets. It should be stressed, however, that

when not in use electronic products should be

stored in a protective device such as an envelope

or jewel box.

Whenever possible the technical processing of

electronic products, such as CD-ROMs and

floppy diskettes, should be mainstreamed into

the department's normal workflow. Special

considerations for housing, shelving and

backing-up diskettes are covered in Chapter 4,

"Electronic Publications," of this manual.

Depository libraries must check-in and provide

bibliographic access for electronic materials just

as they would for paper and microfiche

documents. Manual and online check-in

procedures detailed in previous sections of this

chapter may be used for all formats including

electronic. When processing floppy diskettes,

call numbers and ownership should be marked

on a self adhesive label and applied to the floppy

diskette. Never write directly on the diskette as

this will damage the product. Property stamps

and call numbers may be written on the

protective envelope (remove the diskette first),

but care must then be taken to ensure that the

diskette always remains with the appropriate

envelope.

Similarly, self adhesive labels may be placed on

jewel boxes accompanying CD-ROMs.
However, care must be taken not to separate the

CD-ROM from its label. To avoid this

problem, some libraries are using "Compact

Disk Circle Labels" specifically designed for

affixing information directly to CDs. This

product was designed for use on musical CDs
and works in the same manner as a label on an

LP. Since the labels attach to the clear plastic

portion on the CD-ROM, libraries using this

product anticipate no problems with the archival

quality of the CD-ROM.

I. Maps

Maps have been available through the depository

system for as long as the program has existed.

In 1984, maps of the U.S. Geological Survey

and the Defense Mapping Agency were made
available to libraries through the GPO
depository system. Since that time, other

agencies such as the National Ocean Service

have added their maps to the program. (For

additional information see Chapter 3, "Maps," in

this manual.)

1. Selection

Before selecting map item numbers the

librarian should give careful thought as to

what will be involved in processing,

housing, and servicing a map collection.

Maps are often fragile and their format and

nature demand special treatment and

housing facilities.
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2. Housing

Sheet maps should be housed flat, not

folded or rolled, in regular map cases.

Map cases are available in differing sizes

and usually contain five to ten drawers.

Map sheets may vary from page size (8

1/2" X 11") (CIA Country Maps) to more

than five feet (BLM Quadrangle Maps). To
reduce damage and provide an efficient

storage facility, a map case approximately

55" X 45", with 2" deep drawers could be

used. Most cases have accompanying paper

folders which are unsuitable for archival

purposes. Maps that are to be kept for long

periods of time should be placed flat and

unfolded in low acid paper preservation

folders.

3. Classification

If the library has a retrospective map
collection of any size, it is recommended

that the map classification system already in

use for the entire map collection be used for

depository receipts. The advantage of this is

that all the library's maps will be in one

logical sequence.

Many map libraries use the Library of

Congress G classification system. Under

this system, each major geographical area

has a unique number which can be divided

by general or specific topics, political or

natural regions, and cities. As the majority

of map requests are by a particular

geographic area, this system is

recommended for most libraries. If maps

are filed by SuDocs number, libraries have

no ready access by geographical area.

4. Processing

Upon receipt, maps should be stamped

with the depository/date stamp... the

nautical charts must be stamped with a

warning that they should not be used

for navigational purposes.

Upon receipt, maps should be stamped with

the depository/date stamp and the shipping

list marked to indicate that the map has

been received. Care should be taken not to

place the stamp on the face of the map.

Maps are typically stamped in the lower

right comer unless doing so covers

important information. If this is the case,

the stamp should be placed on the verso of

the map sheet. However, caution should be

used when stamping the verso as map paper

is frequently- very thin and stamps can bleed

through, damaging the map. Some maps

require special stamps, for example, the

nautical charts must be stamped with a

warning that they should not be used for

navigational purposes.

93 Revised November 1993



Chapter 5 - Bibliographic Control

5. Check-in

There should be a record in the SuDocs

shelflist for each map series received

indicating where the series is shelved. The

classification number used for filing each

series should be indicated on the shelflist

card. Additionally, a piece level check-in

record for each map must be prepared. This

file should be located near the map
collection, and need not be a part of the

main SuDocs shelflistr^

,.Mpiece level check-in recordfor each

map should be prepared.

Some maps cannot be checked-in on

standard holding cards. Whenever possible,

a graphic index should be used to record

individual map sheets. A note should be

placed in the shelflist to indicate where the

graphic index is filed. If maps are cataloged

or maintained online, this record may be

used as the shelflist.

Maps from the U.S. Geological Survey and

the Defense Mapping Agency are sent in

separate shipments with either the shipping

lists or packing slips enclosed. These

shipments can be sent directly to the map
collection even if that collection has a

different address from the main depository.

If other maps are maintained and housed

separately from the main documents

collection, copies of shipping lists should be

forwarded to the map library along with the

publications. SuDocs number corrections

for maps and copies of Administrative

Notes with map information, along with

any other relevant information, eg. the

Instructions, Superseded List, GPO
Classification Manual, etc., should also be

sent to the map library. Map libraries may
be added to the mailing list for

Administrative Notes by writing:

The Editor, Administrative Notes

U.S. Government Printing Office

Library Programs Service (SLL)

Washington, D.C. 20401

Maps such as census tract or block statistics

maps, which are necessary in the use of

texmal material, may be kept with the

related material rather than housed in a

separate map collection. Remember,

however, that maps which are folded and

stored in the publication will inevitably fall

apart. Therefore, maps included in

publications should be removed from the

publication, unfolded, and stored flat.

Maps kept in the government publications

area will need adequate map cases. Cross

references should be made on the map, on

the text, and in the shelflist to indicate

location. If either the map or the text is

cataloged, the note should also appear on

the catalog record. If the library has a

separate map collection, the map librarian

should be consulted regarding these folded

and/or miscellaneous maps, as well as about

handling atlases and other related materials.

Visiting a nearby library with a large map
collection would be helpful before deciding

how to house and process maps. Most

major college and university libraries (or

geography/geology departments) as well as

many large public libraries have separate

map collections. Numerous libraries have

full-time map librarians who will be glad to

share their knowledge and experience with

newcomers to the field. Several published

directories of map resources organized by

geographic region should make fmding a

resource person easy.
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J. Statistics

Most libraries maintain statistics on the number

of pieces, volumes, and microforms in their

collections. These may be used in reporting

Association of Research Libraries (ARL)

statistics, completing the HEGIS report, or

preparing the departmental annual report.

At a minimum, each depository library should

maintain statistics on the size of the collection,

with separate statistics for paper, microfiche,

electronic products and services, and maps.

These numbers are essential for completing the

myriad of surveys that each library typically

receives; ongoing statistics are also helpful in

determining future space and staff needs. Other

statistics that could be kept include circulation,

interlibrary loan, discards, cards filed, linear

feet added, and number and type of reference

questions. The possibilities are endless, and

librarians should check with their administrators

periodically to ensure that all necessary statistics

are being kept.

To determine the number of documents in a

collection, count the number of full three-foot

long shelves of documents and multiply by three

to get the total linear feet of documents.

Multiply that number by 52 to get an estimate of

the number of documents in the collection. This

figure can be kept up to date by adding or

subtracting receipts and discards from the total.

The size of the microfiche collection can be

estimated in the same manner. LPS estimates

that 75 envelopes, containing one diazo

microfiche each, occupy one inch. By

measuring the total number of inches of

microfiche and multiplying by 75 the library can

determine the approximate number of microfiche

in the collection.

GPO has provided the following conversion

factors for estimating the size of documents

collections.

Paper (hard copy)

1 linear foot (12 inches) = 52 pieces

Microfiche

1 volume =11 sheets

1 title =2.5 sheets

1 inch (with envelopes) = 75 sheets

Maps
200 flat sheets = 1 drawer (2" deep)

For further discussion of statistics for documents

collections see:

Morton, Bruce. "Random Thoughts on

Numbers: the Need for Minimum Uniform

Statistical Reporting Standards for U.S.

Depository Libraries," Government

Publications Review, vol. 11, May-June,

1984, pp. 195-202.

"Statistics Guidelines for Documents

Librarians," Documents to the People, vol.

9, November, 1981, pp. 279-284.

Turner, Carol. "Counting Government

Documents" in Association of Research

Libraries. Minutes of the 114th Meeting,

May 10-12, 1989. Part III: Future

Directions for the ARL Statistics. 1990,

pp. 91-95.
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K. Conclusion

The objectives of technical processing of

documents are to:

1) Ensure that all publications to which a

library is entitled have been received from

LPS;

2) Make documents available to the public as

quickly and efficiently as possible;

3) Maintain proper records to ensure proper

bibliographic control.

When questions arise about processing

procedures, it may be helpful to contact another

documents librarian, either at the regional

library or at a neighboring library for assistance.

However, in the final analysis, each library must

determine what works best for it and follow

those procedures.

Documents accumulate quickly when there is no

one available to process them. Claims, if not

promptly sent out, will be returned unfilled.

Patrons often need the most up-to-date

information available and in many cases request

material before it is even shipped to depository

libraries. It is essential to avoid backlogs in the

processing of depository shipments. Whenever

possible, staff should be cross-trained to do as

many jobs as possible. This extra training will

prove indispensable in times of emergencies,

resignations, vacations, and reassignments.

Finally, it is imperative that depositories

maintain a documents manual, where various

policies, procedures, and decisions are recorded.

Even the smallest documents collection is

complex enough to require a procedures manual.

All decisions and changes should be written

down for future reference and local policies and

procedures recorded and kept adjacent to this

manual.
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Chapter 6

Maintenance

This chapter discusses the physical care of paper

and microfiche documents. For maintenance of

electronic products, see the section on Housing

in Chapter 4.

Security issues and the care of rare and valuable

documents are also covered in this chapter.

Section 1

General Maintenance

A. Preservation Priorities

The documents collection, by virtue of

its importance as aprimary resourcefor

the history of the nation, requires

protection from environmental abuse,

physical mishandling by staff and

patrons, and theft.

The documents collection, by virtue of its

importance as a primary resource for the history

of the nation, requires protection from

environmental abuse, physical mishandling by

staff and patrons, and theft. While the level of

need in each library will depend upon the age

and extent of the collection, all librarians should

be aware of the potential problems and practice

conservation techniques. Such factors as the

cost of replacement; scarcity of complete

collections and/or individual documents; the

value to collectors who prize maps, plates, and

content; and the acidity of the paper which is

contributing to its deterioration mean that

libraries need to develop preservation and

security plans and policies for their collections.

All materials should be housed in a
stable environment with no abrupt

temperature or humidity changes.

Since most libraries have limited funds and staff,

priorities should be established for the allocation

of available monetary and personnel resources.

Consideration should be given to learning basic

preservation planning and skills, evaluating the

condition of the collection, securing the

collection as needed, and identifying "rare and

valuable documents" which will require special

care. Be sure to include disaster planning with

your other conservation activities.

Conservation of all materials is your first

concern. This means the prevention of

deterioration in your library's collection.

Binding is recommended for publications that

are meant for a permanent collection. Use of

acid-free pamphlet binders and acid-free

envelope storage binders can also protect

materials. All materials should be housed in a

stable environment with no abrupt temperature

or humidity changes. All maps and microfiche

should be stored in sturdy, acid-free housing.
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B. Paper Conservation

Paper materials need to be provided with the

proper storage environment. This includes year

round temperature and humidity control with

proper air circulation and limited exposure to

ultraviolet light. High temperature and humidity

encourage pests and mildew while too little

humidity causes paper to dry out.

The recommended temperature for paper is in

the 65-70 degree range, and relative humidity

for paper should be maintained at 40-55 % .

Turn off lights when not in use, as light can

damage materials. Dust and dirt damage

materials, so good housekeeping practices are

important—cleanliness, no food or drink, and no

smoking. Be sure to clean books and shelves on

a regular schedule and inspect for mold.

Improper shelving practices also cause damage,

particularly jamming books into a tight space or

letting them flop on the end of a shelving run.

For ribbed shelving, create a flat surface by

lining with acid-free board.

Develop and implement policies for the proper

use and handling of materials for both staff and

patrons. These can be as simple as how to

remove books from the shelves and replace them

properly, or how to photocopy without damaging

the material. Badly deteriorated items can be

considered for microfihn conversion or

preservation photocopying. There are many
books, videos and workshops to assist you in

learning good repair techniques.
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Section 2

Microfiche Conservation

The term microform encompasses any materials

that are published in microfilm, microfiche,

microprint or microcard. Of these types, only

microfilm and microfiche are currently

produced. Although both may be a part of

many library collections, microfiche will be

familiar to documents librarians. A common
publication medium used increasingly by the

GPO, the trend toward microfiche will likely

continue because microfiche requires much less

storage space and is less expensive to produce

than paper. However, there are a number of

important considerations relating to microfiche

handling, storage, and use that should be of

concern to documents librarians.

GPO produces and distributes diazo process

microfiche, which are subject to fading over

time and should not be considered an archival

document storage medium. However, with

proper care and storage, GPO microfiche will

have a long shelf life of 100 years or more.

A. Environment

Microfiche should be kept in a climate

controlled area with minimal variation in

temperature and relative humidity. A constant

temperature of no more than 21° C (70° F) and

a constant relative humidity of 40%, plus or

minus 5%, are standard guidelines. Proper air

conditioning generally provides these conditions.

However, the temperature and humidity should

be checked periodically to insure that proper

storage conditions remain constant.

Additionally, microfiche that is shelved or stored

for check-in or reshelving purposes should be

placed away from direct sunlight. Exposure to

sunlight will cause diazo microfiche images to

fade. Microfiche should not be stored on outer

walls or in basements and should be kept away

from air vents, radiators, and drafts. Do not

store them near photocopiers, chemical

duplicators, fresh paint, gasoline, etc.

Do not leave the rubber bands on

packets, as the deteriorating rubber

releases chemicals harmful to the

microfiche.

Never mix diazo, vesicular and silver halide

microfiche in the same drawers; preferably

keep them in separate cabinets. Chemical

reactions between the various compositions may
cause deterioration of the microfiche.

Do not leave the rubber bands on packets, as the

deteriorating rubber releases chemicals harmful

to the microfiche.

Other microforms, particularly color

microforms, require more stringent storage

conditions. Check the references listed below

for more information on proper storage

conditions.

Paper used to store or separate the fiche should

be acid-free. Fiche envelopes and dividers

furnished by GPO meet this standard.

Microfiche should be stored vertically in acid-

free containers or envelopes. Envelopes should

be stamped with acid-free ink, but it is not

necessary to remove the microfiche when

stamping the envelopes when normal force is

used.
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1. Storage Containers

Diazo microfiche should be stored

individually in acid-firee paper

microfiche envelopes and kept in a

dust-firee, light-free, and moisture-

free environment.

Diazo microfiche should be stored

individually in acid-free paper microfiche

envelopes and kept in a dust-free, light-free,

and moisture-free environment. Stainless

steel, aluminum, or baked enamel cabinets

are ideal storage containers. Plastic boxes,

unless constructed of non-deteriorating

plastic, can adversely affect microfiche.

Storage containers should be chosen

according to the type which is most easily

housed in the library and which is most

accessible to library staff and patrons.

Particularly when using cabinets, staff should

be aware of the weight-bearing capacity of

the library area in which the collection is

located. Storage containers should not be

tightly packed; room should be allowed for

growth and expansion.

B. Care and Maintenance

Microfiche should periodically be examined for

signs of deterioration. Although an examination

of each microfiche in large collections would be

impossible, staff should inspect a representative

sample on a regular basis, at least once per year.

Should problems be detected, make note of them

and attempt to determine the cause and how
much of the collection may be affected.

Additionally, the microfiche collection should be

considered in conjunction with the library's plan

for disasters. As with printed material, water

from burst pipes, sprinkler systems or flooding

can be injurious to microfiche. A fire

extinguisher should be stored in close proximity

to the collection.

Fading of images, scratches, brittleness, or tears

indicate that the microfiche has deteriorated.

This deterioration may be caused by improper

storage conditions or inappropriate handling of

the microfiche. Devices used to bind the fiche

together, such as paper clips, may cause

scratches or other damage. Rubber bands, used

by GPO to keep the microfiche together during

depository shipments, can cause decomposition

and should be removed before filing. Staff and

patrons should be instructed to handle the

microfiche with care, holding it by the edges.

Staff should request that users of the microfiche

collection report any problems.

1. Cleaning

To maintain optimum conditions, staff who
process or handle the microfiche on a regular

basis may want to consider using soft gloves

to avoid fmgerprints. If the fiche do become

dirty or difficult to read, clean them using a

dry, soft, lint-free cloth or use a microfiche

cleaning solvent with the cloth. Be sure that

the cleaning solvent can be used with the type

of microfiche to be cleaned.

C. Equipment

Microform equipment can be expensive, and the

amount of equipment required to service a given

microform collection will vary depending on

usage and a given library's resources. Of prime

importance in any microform collection is spare

projection lamps, microform glassware, and

other spare parts for maintaining and servicing

the equipment. A designated staff member
should be in charge of the library's microform

equipment, become familiar with it, and be

available to perform basic repairs and

maintenance. Keep the microfiche readers clean

with weekly maintenance, as this will assist in

keeping the fiche clean.
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1. Readers

At least one reader should be provided for

microfiche in the Hbrary's collection.

Additional fiche readers are recommended as

needed to accommodate increased levels of

use. Readers should be cleaned regularly to

produce the best image possible for users;

spare light bulbs should be kept near the

reader so that used bulbs can be quickly and

easily replaced.

2. Reader/Printers & Duplicators

At least one reader/printer capable of making

eye-legible paper copies from microfiche

documents is strongly recommended.

Current technology allows users to make dry,

plain paper copies comparable in quality to

those made by standard photocopiers.

Depositories, which have become

indispensable sources for interlibrary loan,

should also consider the purchase and

maintenance of a microfiche duplicator

capable of making fiche-to-fiche copies of

documents.

D. References

The books listed below will be useful for

obtaining more information on microforms and

microforms equipment. Additionally, issues of

Inform: The Magazine of Information and
Image Management (Association for

Information and Image Management, 1100

Wayne Ave., Suite 1100, Silver Spring, MD
20910) contain useful, up-to-date articles. Some
articles contain the latest standards for care and

preservation of microforms.

Folcarelli, Ralph J., Tannenbaum, Arthur C,
and Ferragamo, Ralph C. The Microform

Connection: A Basic Guide for Libraries. New
York: R.R. Bowker, 1982.

Michaels, George H., Kerber, Mindy S. and

Hall, Hal W. A Microform Reader

Maintenance Manual. Westport, CT: Meckler

Publishing, 1984.

Saffady, William. Micrographics. Littleton,

CO: Libraries Unlimited, 1985.

Zink, Steven D. and Melin, Nancy Jean.

Government Documents and Microforms:

Standards and Management Issues. Westport,

CT: Meckler Publishing, 1984.
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Section 3

Rare and Valuable Documents

Some documents are rare, some are valuable,

and some are both rare and valuable. It is a

challenge to documents librarians first to identify

these materials and second to preserve them

from damage and loss. This section briefly

discusses methods to meet both these goals. A
bibliography provides a starting point for those

wishing to research this area at greater length.

A. Identification

First, give special consideration to

materials pertaining to your own state

or locale.

Identiflcation of valuable documents takes time

and effort. There are no quick lists. There are

several starting places, however. First, give

special consideration to materials pertaining to

your own state or locale. If you can encapsulate

only a few maps, select those of your own state.

Select reports and other volumes on the same

basis; and don't forget the small circulars, etc.

as they are the most likely to be lost over the

years.

1. Age

The Library of Congress designates anything

published prior to 1801 as material to be

cataloged as rare books. If you own
documents published prior to that date you

should consider placing them in your rare

book or special collections. The Association

of College and Research Libraries (ACRL)
Rare Books and Manuscripts (RBMS) Ad
Hoc Committee for Developing Transfer

Guidelines published their recommendations

in "Guidelines on the Selection of General

Collection Materials for Transfer to Special

Collections," College and Research

Libraries News, no. 46, July/August 1985,

pages 349-352. These will be helpful in

determining what should be removed from

the regular collection.

2. 1909 Checklist

For anything published after 1801 and up to

1909, the most practical approach is to take

the 1909 Checklist (Checklist of United

States Public Documents, 1789-1909.

Washington, GPO, 1911) and assume that

any publication in a library's collection that

is also in the Checklist is worthy of further

consideration. This recommendation is made
for several reasons.

First, the National Archives does not own
those publications indicated in the Checklist

by an asterisk (* not in the Public Documents

Library). A library owning such a document

should protect it.

Second, a commercial vendor searching for

copies of non-Serial Set materials in the

1909 Checklist for a microfiche project has

been unable to locate copies of many
materials, particularly leaflets, regulations,

and circulars. If you have any, they may be

rare.

Third, the material in the latter half of the

Checklist, from the 1860's on, was published

during a period when the paper

manufacturing process left residual acids,

causing the paper to become brittle and

disintegrate, a condition contributing to the

increasing scarcity of these publications. The

cost of replacement with microform products

is very high and the reproduction may not

always be as legible as the original.

Finally, there is the inherent or intrinsic

value of these publications as primary records

of the history of our nation and governmental

processes.
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3. Intrinsic Value

Intrinsic value refers to the qualities or

characteristics that make the original record

have permanent value. These can be:

1) Age;

2) Aesthetic or artistic quality (having

maps, plates, photographs, etc.);

3) Value for use in exhibits (in some

way the original has greater impact

than a copy);

4) General and substantial public interest

because of direct association with

significant people, places, things,

issues or events, and

5) Significance as documentation for the

legal basis of institutions or

formulation of policy at the highest

executive level.

4. Specific SuDocs Numbers

Several Superintendent of Documents

classification numbers in the Checklist can

be immediately targeted for special

consideration, either as transfer items or

conservation projects that might place them

in special boxes, etc.

Anything in the Z section covering the first

fourteen Congresses should be considered

rare and valuable. Other sections are:

N 1.8: Explorations and surveys;

S 6: International exhibitions and

expositions;

W 7.5: Explorations and surveys; and

W7.14: Explorations and surveys for

the railroad from the

Mississippi River to the Pacific

Ocean.

Many of these reports also appear in the

Serial Set. Several bibliographies compiled

by Adelaide R. Hasse covering these and

other SuDocs numbers can be very helpful

and are listed in the bibliography at the end

of this section.

5. Categories

Using categories is another way of searching

for important and valuable documents. Many
famous scientists began their significant work

with reports they wrote for the early

exploring expeditions. The category of

scientific and technical discoveries goes right

into the twentieth century. The patent papers

of Thomas Edison, the Manhattan Project,

and nuclear energy publications in the 1950's

will require preservation for future

generations. U.S. Geological Survey

publications describing the discovery of

natural resources or phenomena such as

major earthquakes within the continental U.S.

are important. Political events such as the

McCarthy hearings and controversial reports

such as the Kennedy assassination are

candidates for preservation.

Another approach to evaluate your collection

for preservation and security purposes is to

examine the categories of publications that

libraries are requesting be printed on

permanent/alkaline paper. Under the ANSI
standard, government-sponsored research

studies, almanacs, census data, and survey

maps qualify.

Because of their legal importance, additional

categories were recommended in an article,

"Why GPO should use alkaline paper,

"

Documents to the People, vol. 16, no. 1,

March 1988, pp. 38-41.

This article includes publications mandated

by law, annual reports, legislative history

sources (House and Senate hearings, reports

and documents), permanent cumulations of

judicial, legislative or administrative

decisions, orders and opinions, rules and
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regulations; yearbooks and annual statistical

reports, treaty series, advisory committee

reports, proceedings of conferences, institutes

and advisory boards; and reports, decisions,

and conferences concerning domestic and

international arbitration.

and researchers. Know how many maps or

volumes a patron has and get the same number
back. If the maps in a rare document are

counted before you give them to a patron, doing

a quick check at return can protect against

losses.

B. Detenniiiing Value

When trying to determine the value of items in

the collection, use standard tools such as

American Book Prices Current, Bookman's

Price Index, and Mildred Mandeville's Used

Book Price Guide. These will give you a range

of prices and some idea of those items which are

highly collectible. Search under both U.S.

agency names and the personal names involved,

as there is no consistency in the way in which

publications are listed. Ask for assistance from

your library's rare books speciahst or a

reputable rare books dealer. If your library does

not own any of the pricing guides, the dealer is

sure to have at least one of them, and probably

receives sale catalogs from other dealers.

C. Security and Preservation

Obviously, not all the materials in the 1909

Checklist will be scarce or valuable enough to

merit special treatment. They are worthy,

however, of placement in a more secure area if

you have them in open stacks. Consider caging

to create a locked area or placement in closed

stacks. The Serial Set and American State

Papers are examples of sets you will want to

secure and keep in the best condition possible.

The valuable maps, plates and lithographs

contained in these and other documents are

highly collectible and prized by thieves.

The security of your collection will be

influenced by your financial resources, space,

and location and number of staff. An area with

controlled access will help protect your

collection, but having staff with their eyes open

and aware of the value of the collection is also

vital. Thieves have included well-known faculty

For the care and repair of your valuable and

rare items, you need expertise. If you don't

have a preservationist on your staff, consult one

of the regional centers such as SOLINET and

the Northeast Documents Conservation Center

or the Library of Congress Preservation Office

for assistance.

D. Bibliography

This section has presented a brief overview of

the issues and concerns in preserving the

documents collection. More in-depth

information can be obtained using the materials

listed in the bibliography.

A preservation packet, funded by various

documents and map organizations, was

distributed to depository libraries in 1993 to

further the preservation efforts of documents

librarians. The packet. Rare and Valuable

Government Documents: A Resource Packet

on Identification, Preservation, and Security

Issues for Government Documents

Collections, was compiled and edited by Jim

Walsh, Barbara Hulyk, and George Bamum. It

was published by the ALA/RMMS/GODORT/
MAGERT Joint Committee on Government

Documents as Rare Books. The packet includes

the "transfer guidelines"; other recommendations

from rare books people; organization and vendor

resources; how-to information, and a more

complete bibliography .
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1. Historical Sources

Poore, Benjamin Perley. Descriptive

Catalogue of the Government Publications of

the United States, Sept. 5, 1774-March 4,

1881. Washington, DC, G.P.O., 1885. (48th

Congress, 2nd Session, Senate Miscellaneous

Document 67) (Serial Set vol. 2268). Also

reprinted editions.

Hasse, Adelaide R. Bibliography of United

States Public Documents Rdating to

Interoceanic Communications, Nicaragua,

Isthmus of Panama, Isthmus of Tehuantepic,

etc. Washington, DC, G.P.O., 1899.

Hasse, Adelaide R. Index to United States

Documents Relating to Foreign Affairs,

1828-1861 (Publication 185, pts. 1-3). Carnegie

Institution of Washington.

Hasse, Adelaide R., comp. Reports of

Explorations Printed in the Documents of the

United States Government: A Contribution

Toward a Bibliography. Washington, DC,
G.P.O., 1899.

United States. Dept. of the Interior. Division

of Documents. Comprehensive Index to the

PubUcations of the United States Government,

1881-1893, by John G. Ames. Washington,

DC, G.P.O., 1905.

2. General Bibliographic Search Tools That

Include Documents

Shoemaker, Richard H. A Checklist of

American Imprints 1820-1829. New York,

Scarecrow, 1964-71. Title index for 1820-1928

by Cooper, M. Frances... Followed by 1830,

Cooper, Gayle; 1831, Bruentjen, Scott and

Carol Bruntjen; and 1830-1839, Rinderknecht,

Carol (also title index).

Shaw, Ralph R. American Bibliography, a

PreUminary Checklist for 1801-1819. New
York, Scarecrow, 1958-66.

The Shinn Lists. William A. Moffett, ed.,

Oberlin College. Oberlin, Ohio, 1982. (This is

the list of materials prepared from the

accumulated card file of an accomplished book

thief.)

3. Documents Search Tools

Haskell, Daniel Carl. The United States

Exploring Expedition, 1838-1842, and Its

Publications, 1838-1874: A Bibliography.

New York, New York Public Library, 1942.

Heisser, David. "Federal Documents as Rare

Books," Documents to the People, vol. 16, no.

4, Dec. 1988, pp. 176-178.

Pestana, Harold R. Bibliography of

Congressional Geology. New York, Hafiier,

1972.

Seavey, Charles A. "Bibliographic

Addendum to Carl Wheat's Mapping the

Transmississippi West, " Special Library

Association, Geography and Map Division.

Bulletm, no. 105, pp. 12-19, Sept. 1976.

Seavey, Charles A. "Locating Illustrated

Federal Publications from the Pre-GPO Period

Using the 1909 Checklist," Documents to the

People, vol. 17, no. 3, September 1989, p. 130.

Seavey, Charles A. "Maps of the American

State Papers," Special Libraries Association,

Geography and Map Division. Bulletin, no.

107, pp. 28-33, Mar. 1977, and no. 110, pp.

3-11, Dec. 1977.

Seavey, Charles A. "Wheat to Serial Set

Conversion," Special Libraries Association,

Geography and Map Division. Bulletin, no.

108, pp. 37-40, June 1977.

Wagner, Henry Raup. The Plains and the

Rockies: A Critical BibUography of

Exploration, Adventure, and Travel in the

American West, 1800-1865. Various editions.
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Wheat, Carl. Mapping the Trans-

mississippi West, 1540-1861. San Francisco,

Institute of Historical Cartography, 1957-1963.

Wondriska, Rebecca. "Women and the

American Dream, 1900-1925," Government

Publications Review, vol. 17, no. 2,

March/April 1990, pp. 143-157. Although this

goes beyond the 1909 Checklist, it is an

approach to be followed developing a list for a

special interest subject.

4. Preservation

Book Preservation Technologies.

Washington, DC. Congress of the U.S., Office

of Technology Assessment. 1988. (Y 3.T 22/2:2

B 64).

Darling, Pamela W., with Duane E.

Webster. Preservation Planning Program: An
Assisted Self-Study Manual for Libraries.

Washington, DC, Association of Research

Libraries, 1987.

Darling, Pamela W. and Wesley

Boomgaarden, compilers. Preservation

Planning Program: Resource Notebook.

Washington, DC, Association of Research

Libraries, 1987. (For use with Darling's

Manual.)

Fox, Lisa L. A Core Collection in

Preservation. Chicago, Resources and

Technical Services Division, American Library

Association, 1988. This comprehensive

bibliography includes preservation planning,

emergency preparedness, conservation

techniques, and general works and

bibliographies. Includes materials for small

libraries,

Greenfield, Jane. Books: Their Care and

Repair. New York, H.W. Wilson, 1983.

Library of Congress Preservation Office.

Polyester Film Encapsulation. Washington,

DC, Library of Congress, 1980. (LC 1.2:P 76)

Milevski, Robert J. Book Repair Manual.

Carbondale, IL, Cooperative Conservation

Program, 1984.

Morrow, Carolyn Clark, and Carole Dyal.

Conservation Treatment Procedures: A
Manual of Step-by-Step Procedures for the

Maintenance and Repair of Library

Materials. 2nd ed. Littleton, CO, Libraries

Unlimited, 1986. Southeastern Library

Network, Inc. (SOLINET) recommends this for

institutions that can afford only one repair

manual.

Roberts, Matt. Bookbinding and the

Conservation of Books: A Dictionary of

Descriptive Terminology. Washington, DC,
Library of Congress, 1982. (LC 1.2:B 64/3)

5. Collection Security

Association of College and Research

Libraries. Rare Books and Manuscript Section.

Security Committee. "Guidelines Regarding

Thefts in Libraries," College and Research

Libraries News, vol. 49, no. 3, March 1988,

pp. 159-62.

"Book Theft: Guidelines for Library Staff,"

in Morris, John. The Library Disaster

Preparedness Handbook. Chicago, American

Library Association, 1986.

"Guidelines for the Security of Rare Book,

Manuscript, and Other Special Collections,"

College and Research Libraries News, vol. 46,

no. 3, March 1982, pp. 90-93.

Otness, Harold. "Going Plating: Stealing

Maps from Libraries," Western Association of

Map Librarians. Information Bulletin, vol. 19,

no. 4, August 1988.
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6. Disaster Preparedness

Barton, John P., and Johanna G. Wellheiser,

eds. An Ounce of Prevention: A Handbook
on Disaster Contingency Planning for

Archives, Libraries and Record Centres.

Toronto, Toronto Area Archivists Group

Education Foundation, 1985.

Darling, Pamela W. and Wesley

Boomgaarden, compilers. Preservation

Planning Program: Resource Notebook.

Washington, DC, Association of Research

Libraries, 1987, pp. 159-163.

Waters, Peter. Procedures for Salvage of

Water-Damaged Library Materials.

Washington, DC, Library of Congress,

Preservation Office, 1979. (LC 1.2:SA 3)
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Chapter 7 Section 1

Depository Promotion Public Awareness

The Federal Depository Library Program was

established to provide the citizens of the United

States with access to Government information.

Public access to this information remains the

highest priority of all Federal depository

libraries. Public access to Government

information begins with public awareness of its

existence. In order to benefit from the resources

of Federal depository libraries, the American

public needs to be alerted to these valuable

informational resources gathered at taxpayers'

expense.

The valuable resources of the depository should

be promoted to three groups: the library staff;

the library's primary users (academic

community, downtown businesses, judges, etc.);

and the citizens of the U.S. Congressional

district or relevant region.

While the utility of Government information is

well documented, the informational resources of

many Federal depositories remain under-utilized.

The general public's usage of depository

materials varies widely from library to library,

depending on the visibility and accessibility of

the documents collection in the libraries.

As an under-utilized documents collection is not

cost-effective for any library, it is in the best

self-interest of the library to engage in

depository promotion. Increasing public

awareness, and therefore usage, of the

depository should also provide additional

justification for increasing the funding, resources

and support provided by your library

administration.

The single most important action

depositories can take to increase public

awareness of the resources of the

depository is to provide subject access

to the resources of the depository

through the library's main catalog.

The single most important action depositories

can take to increase public awareness of the

resources of the depository is to provide subject

access to the resources of the depository through

the library's main catalog. Subject accessibility

to the resources of the depository is the single

most effective method of increasing public

awareness and documents usage.
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A. Promotion in the Library

Initial depository public awareness must begin

with the library's staff. All levels of the staff,

from director to clerical worker, should be made
aware of the unique resources of the documents

collection.

The most successful depositories are

those in which all library personnel

know and can enthusiastically

recommend documents to patrons.

Staff awareness of depository resources is

becoming especially important as changes in

technology increasingly allow documents records

to be included in the library's general reference

search strategy. This means that the public

service staff in other areas of the library must

have some familiarity with the documents

collection. Most libraries can no longer afford

to have just one center of documents expertise.

Cross-training of library staff is crucial in

developmg this library-wide expertise and it is

also helpful when, because of some staffing

contingency, the documents department needs

staff from other areas of the library for back-up.

Cross-training on depository operations should

not be limited to the public service staff. Many
technical service librarians would benefit from

instruction on the many unique aspects of

depository operations. A depository is a library

within a library; depository operations mirror all

the functions of a library; and should not be

thought of in isolation. Depositories function

best as an integral part of the larger library.

While specific times for cross-training staff

should be developed, many activities in this area

can be done on an ongoing basis. For instance,

the documents librarian should always be on the

alert for Government publications that other

staffers would find useful for reference or

personal interest. This type of promotion must

be a continuing process. The most successful

depositories are those in which all library

personnel know and can enthusiastically

recommend documents to patrons.

B. Promotion to Primary Patrons

Once internal promotion has been established,

the library should develop strategies for

promoting the depository operation among the

library's primary patrons. Displays, prepared

bibliographies, brochures, flyers, current

awareness announcements and other traditional

library promotional tools can be employed.

Generally, the more creative and library-specific

a promotion is, the more effective you will be in

attracting people to the depository.

Academic or special libraries should contact

department or division heads and student

organizations or clients to inform them of the

unique services and benefits that the depository

offers to their particular user group. A public

library will probably have a community resource

file which could be used as a starting point to

identify potential user groups.

A letter explaining the depository program and

some of the subject areas in your collection,

relevant to the group being contacted, is a good

first step. Then follow up with an offer to speak

to the group or help with research or special

projects. Because the memberships of such

community organizations change, this project

could be repeated every two to three years.

Whenever possible, outreach should take place

with individuals also, either in casual

conversation or through formal notification of

recent acquisitions or holdings in their area of

interest.
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C. Promotion to the Public

The third and most important group to

target for public awareness is the

general public.

The third and most important group to target for

public awareness is the general public. The

success of a Federal depository public awareness

campaign should not be measured by how well

the library's own primary user group is served,

but on how it serves the general public. As

most depositories were designated to serve a

particular U.S. Congressional district, the

population of that particular district or relevant

region should be targeted for promotional

efforts. As in the case of the library's primary

user group, discrete segments of this community

could be targeted for special depository outreach

efforts.

D. Practical Promotion Suggestions

1) Contact the local district office of your U.S.

Representative or Senator. Inform the staff

there of your services to Congressional

district constituents and invite the staff to

come for a visit. Many of the requests that

local district offices receive from

constituents would be recognized by

librarians as reference queries.

2) Depositories can develop an online

notification system or hard copy form that

can be attached to new depository

accessions for current awareness notification

of librarians, faculty or other "gatekeepers."

3) Even if the entire documents collection

cannot be represented in the library's main

catalog, purchased or constructed guide

cards to be filed under certain subject

headings to alert catalog users to the fact

that information on that particular subject is

available in the documents collection.

4) Create a display of colorful, controversial,

unusual or provocative documents. Such a

display can dispel the myth that documents

are all "dry, boring and legalistic."

5) Display, or even better, circulate, posters,

prints, photos and maps. Posters and other

materials could be lent on long term loan to

neighboring schools and community centers.

A package of depository brochures could

also be sent along with this material.

6) The library's depository status, resources

and services could be highlighted on the

local cable television's scrolled community

announcements.

7) Depository materials can be used to

establish a "Procurement Assistance Center"

or "Government Contracting Center" in the

library to help area businesses gain

government contracts. Publications such as

Commerce Business Daily can be utilized.

8) Local or state documents groups can attempt

coordinated, community focused depository

promotions. Publicity and promotion could

be a fumre theme, goal or specific project

for the group.

9) Offer to review or list relevant new
documents for the local newspaper. Also

contact the local radio and television

stations. They all run public service

announcements and are often interested in

generating programming that would be

educational or service oriented.

10) Make sure the unique resources and

services of the depository are mentioned in

any literature about the library or in any

library-wide tours or orientations.

11) Celebrate significant depository milestones

(the 500,000th document, a special

anniversary, a new service) and invite the

U.S. Representative, library administrators,

and the local media.
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12) Utilize the resources of the GPO Marketing

Program. Request packets of bookmarks,

pamphlets, posters, bumper stickers, etc.,

and distribute them to patrons and/or the

community at large. Free copies of the post

card offering these materials, plus U.S.

Govemmeiit Books, are available from the

U.S. Government Printing Office, Office of

Marketing, Mail Stop: SM, Washington,

DC 20401.

13) Send photocopies of relevant GPO Subject

Bibliographies to interested community or

academic groups. Target groups such as

the League of Women Voters, who are

interested in Government information.

14) Circulate copies of recent shipping lists and

U.S. Govemmeiit Books as current

awareness tools. Recently superseded

Publications Reference File (PRF)

microfiche sets can be sent to other libraries

or even the campus bookstore, so that

patrons can be referred to the depository

from those points.

15) Host a government information seminar for

groups from your community.

Refreshments can be made from recipes

from government publications. You might

even be able to get a guest speaker from a

local Federal office or a testimonial from a

frequent documents user.

16) Never miss an opportunity to visit another

depository library. Good promotional ideas

may be observed when visiting a

neighboring depository operation. Also,

think about adapting a promotional activity

that has been used successfully in promoting

other types of information or library

service.

17) Share information on successful public

awareness activities by submitting articles to

the "Readers Exchange" column of

Administrative Notes, Documents to the

People, or other documents related

literature. Share such information at

workshops and documents related meetings.

18) Develop special alcoves in the documents

area for heavily requested depository

material. A "statistics center" with census

materials or a depository CD-ROM center

might be worth establishing.

19) Invite groups from the community to tour

the documents area: school groups, social

or fraternal organizations, or other

interested parties.

20) Contact all of the public and academic

libraries in your area and make sure that

they know they can refer patrons to the

depository. Consider selective housing and

other strategies of networking with

neighboring libraries.

21) Develop a publicity package for the

depository utilizing GPO bookmarks and

brochures. Include an information sheet

highlighting important depository titles such

as the United States Code, the Code of

Federal Regulations, the Congressional

Record, and the National Trade Data

Bank. Distribute the packages to the local

Representative's office, community leaders,

local libraries and schools, and the local

chamber of commerce.

22) Provide fantastic public service and word-

of-mouth will ensure a certain amount of

public awareness.
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Chapter 8

Inspections

Title 44 of the United States Code, which

discusses the Federal Depository Library

Program, states: "The Superintendent of

Documents shall make first hand investigation of

conditions [in depository libraries]..." This

firsthand investigation is accomplished by

inspectors from the Depository Services Staff,

which is part of the Library Programs Service of

GPO.

Depository library inspections began in the early

1970' s. At that time, inspections were relatively

informal. GPO personnel traveling to various

meetings around the country would occasionally

make side visits to depository libraries.

Inspection visits were brief, and a simple check-

list was used to evaluate depositories. Prompted

by the then new Depository Library Council to

the Public Printer, GPO began to formalize its

Federal depository library inspection program.

The first full time inspector was hired in 1974.

Today there are four inspectors. All inspectors

are professional librarians.

The inspection program has evolved over the

years. As was mentioned, the first inspection

reports were simple, brief checklists. Each

inspector visited two or more libraries a day,

often arriving unannounced. Current inspections

are limited to one per day, and libraries are

evaluated on compliance with Title 44, United

States Code and the Instructions to Depository

Libraries.

Depository library inspections should be viewed

as an integral part of GPO's liaison activities

with the Federal depository library community.

Although the compliance review should always

be taken seriously, the documents librarian

should perceive it as a positive, learning

experience. Documents librarians are en-

couraged to ask questions and voice concerns

about the Federal Depository Library Program

during the inspector's visit.

Section 1

Preparation

A. Inspection Schedule

Generally, libraries are inspected in

chronological order by date of last inspection.

Geography and climate are also a consideration

when planning an inspection visit. An inspector

will usually visit about eight depositories during

one two-week inspection trip. It is therefore

common for neighboring depositories to be

inspected by the same inspector during the

inspection tour. Except for the larger states,

GPO tries to inspect all the depositories within a

state during the same year. This is done so that

GPO can more accurately assess inter-depository

cooperation and also economize on travel funds.

As the inspectors schedule visits to a number of

libraries during an inspection tour, it is often

extremely difficult to revise a scheduled itinerary

after it has been established. If there is a real

emergency and the depository needs to

reschedule the compliance review, the library

inspector should be notified immediately.

The compliance review will occupy nearly a full

day. Inspections usually begin about 9:00 a.m.

and conclude late in the afternoon. If you have

made special arrangements for lunch (a specific

time, etc.), please inform the inspector on the

morning of the visit.

During the last half hour of the inspection visit,

the inspector will meet privately with the library

director or, in the absence of the director, a

representative of the director. The documents

librarian should ensure that the director is

scheduled for this exit interview. If there are

other staff members in your library whom the

inspector should meet (librarians who work with

documents outside of the documents

department), then you will want to alert them to

the inspector's visit. Key clerical staff who
process documents should be available during

the inspection visit.
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The library inspector invites the regional

librarian to all library inspections within the

state or local area.

Providing the inspector with any

necessary information before the

compliance review can greatlyfacilitate

the inspection process.

Any pertinent information you can forward to

the inspector before the inspection visit will be

appreciated. As the inspectors must drive to a

different library every day, it is always helpful

to supply them with directions to your library

and send them a map, if possible. If parking

permits or passes are necessary, these too could

be sent to the inspector.

Providing the inspector with any necessary

information before the compliance review can

greatly facilitate the inspection process. If you

do forward any materials to the inspector, you

should send them as far in advance of the

compliance review as possible.

B. Objectives of the Inspection Visit

One of the most misunderstood aspects of the

Government Printing Office's service to the

library community is the inspection process.

Knowing the objectives of the visit and how the

process works can give librarians a much better

understanding of how their depository operation

will be evaluated.

There is an underlying GPO "philosophy" of

inspections. From the very beginning of the

inspection program, inspections have been seen

by both GPO and the library community as a

positive, supportive experience for depositories

and for depository librarians. The primary goal

of the inspection program has always been to

ensure that the depositories comply with their

legal responsibilities as outlined in Tide 44,

United States Code and the Instructions to

Depository Libraries. These responsibilities

are taken very seriously by the Superintendent of

Documents and they touch on almost every

aspect of library service.

While documents librarians should take the

inspection process very seriously, they should

not be apprehensive about a planned compliance

review. The inspectors have a great deal of

empathy for the librarians they visit. After

inspecting hundreds of libraries, the GPO library

inspectors have become very familiar with the

many challenges facing depositories. Inspectors

evaluate the total depository operation, not the

documents librarian. Inspectors are fully aware

that librarians and library administrators are not

totally in control of their own working

environments.

It is the documents librarian's

responsibility to ensure that the

inspector has an accurate picture

of the depository operation.

In order for the compliance review to be truly

effective, there must be honest cooperation and

communication between the inspector and the

library staff. It is important to remember that

the inspector has only a few hours in which to

evaluate the depository operation. No one

knows this operation as well as the documents

librarian. That is why the degree to which the

documents librarian participates in the process is

important. Responses given by the documents

librarian to the inspector form the basis of the

inspector's evaluation. If the response given is

inaccurate, or as sometimes happens,

incomplete, then that inaccuracy might be

reflected in the compliance review. The

accuracy of the inspection report is the highest

priority of the inspection.

It is the documents librarian's responsibility to

ensure that the inspector has an accurate picture

of the depository operation. If there are

exceptions to depository policy or there are
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aspects of the depository operation that might

not be readily ascertainable, bring these

exceptions to the attention of the inspector. If

an inspector's question is not completely clear to

a library staff member, the staff member should

not hesitate to ask the inspector to rephrase or

clarify the query.

In an effort to ensure that depository

inspections arefair and conducted in a

consistent manner, the evaluation of

the library is based on the condition of

the depository on the day of the visit.

Inspectors do not get involved in disputes among

library staffers. If a problem is discovered

during the course of the evaluation, the inspector

will not fix blame on the staff. The inspector's

job is to identify operational problems and note

positive aspects of the depository. It is the task

of the library administration to assign personnel

responsibility for deficiencies in the depository

operation.

In an effort to ensure that depository inspections

are fair and conducted in a consistent manner,

the evaluation of the library is based on the

condition of the depository on the day of the

visit. Future plans and improvements will be

noted, but will not affect the compliance review.

During a compliance review, the inspector

performs two important functions. The primary

responsibility is to report on the condition of the

depository. The inspection report identifies

steps which the library must take to comply with

the minimum standards for depository libraries

as set forth in the Instructions to Depository

Libraries.

The inspector's second responsibility is to act as

a consultant to aid the documents librarian in

increasing the efficiency and effectiveness of the

depository operation. Inspectors are interested

in helping the documents librarian by offering

suggestions and support. The inspectors will
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ensure that the documents staff clearly recognize

the difference between a standard which must be

complied with and a recommendation to enhance

depository service.

Documents librarians should not hesitate to ask

the inspector questions or seek advice. The
depository libraries and depository librarians

form part of the community GPO serves.

C. Self-Study

The impact and benefits of a depository

compliance review can be greatly enhanced by

proper preparation on the part of the library.

Many positive effects of a depository inspection

can actually be felt before the inspector arrives.

The announcement of an upcoming depository

compliance review tends to focus the attention of

the library staff and administration on the

depository operation. This period before the

actual inspection presents an excellent

opportunity for the documents librarian to

remind colleagues and the library administrator

of the unique value, service, and challenges the

depository brings to the institution and the

community.

During this period the library staff should

conduct a self-study of the library's depository

operation. The self-study should be based on

the Instructions to Depository Libraries. As a

result of such a review of the depository

operation, you will be in a much better position

to identify the strengths and weakness of your

own depository operation. You should then be

in a position to anticipate the inspector's fmdings

and communicate this information to your

library administration. It is always better for the

library director to learn of problems before the

inspector arrives than at the time of the

inspection visit. If these problems can be

addressed before the visit, so much the better.
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Although it is only natural for some house

cleaning to be done in anticipation of the

compliance review, it is not wise to create an

artificially good (and usually temporary)

environment. Inspections are more accurate if

the inspector views "typical" conditions. This

does not preclude a library's attempting to

permanently upgrade some aspect of the

depository operation. Given that compliance

review reports are based on the condition of the

depository on the day of the inspection visit, it is

in the best interest of the library to expedite any

planned improvements in depository operations,

so that these improvements can be recognized in

the compliance review.

Procedures manuals, collection

development policies, depository

promotional material, departmental

reports, statistics, library guides

and selective housing agreements

can all be of interest to the

inspector.

As the inspector will be interested in inter-

depository relations, the weeks preceding an

inspection are a good time to meet with

neighboring depository librarians. As mentioned

before, there is a good chance that these

librarians will also be preparing for inspections

of their own depositories. They should welcome

an opportunity to exchange ideas and

information.

It is unwise to prepare for an inspection by

studying an old inspection report. The present

compliance review is different from previous

reports, due to changes in the Instructions. The

best preparation remains a self-study based on

the Instructions and Title 44, United States

Code.

In preparing for an inspection visit, the

documents librarian should make sure that

certain materials are readily available.

Procedures manuals, collection development

policies, depository promotional material,

departmental reports, statistics, library guides,

and selective housing agreements can all assist

the inspector. This is also a good time to

compile a list of questions or concerns that you

would like the inspector to address. This is the

documents librarian's opportunity to interact

with a representative of flie Government Printing

Office.
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Section 2

The Inspection

If a significant portion of the

depository collection is housed off

site (e.g., map department, science

library, storage, etc.), then these

materials will also be examined.

A. Process

Sometimes inspectors arrive before or after the

exact starting time scheduled for the inspection

because of the difficulty in judging the travel

times to libraries when a different library is

visited each day. It is therefore a good idea for

the documents librarian to plan on being in the

documents department one-half hour before the

scheduled starting time.

Inspectors prefer finding their own way to the

documents department using existing signage;

therefore it is not necessary for the documents

librarian to search for the inspector. The

documents librarian should plan on spending the

entire day with the inspector. Arrangements

should be made ahead of time to ensure adequate

coverage of the documents operation during the

compliance review.

Inspections usually begin with an informal

meeting between the inspector and the

documents librarian (and the regional librarian,

if available). This meeting covers general issues

relating to the depository operation, such as the

mission and size of the library, the depository's

primary patrons, and depository services. This

is a good time for the documents librarian to ask

any questions concerning GPO or the

compliance review process.

After this meeting, the inspection follows the

workflow of the depository operation, beginning

with a tour of the initial processing area. Here

handling of depository shipments, record

keeping, claiming, and other issues are

discussed.

The tour next moves to the documents collection

area. The collection is examined to ensure that

it is well organized and maintained. If a

significant portion of the depository collection is

housed off site (e.g., map department, science

library, storage, etc.), then these materials will

also be examined. Depository microfiche,

maps, and equipment are examined. Indexes

and data bases of government publications are

also reviewed.

After a thorough tour of the depository

operation, the inspector, with the assistance of

the documents librarian, begins the compliance

review. If depository responsibilities are divided

among a number of people, then these

individuals should also be part of the interview

process.

Once the compliance review is done, the

inspector will review findings with the

documents librarian. If the documents librarian

has any questions, they should be raised at this

point. Do not wait until after the inspector has

left the library.

Depositories are reviewed for compliance with

the Instructions to Depository Libraries in

seven categories: Collection Development,

Bibliographic Control, Maintenance, Human
Resources, Physical Facilities, Public Service,

and Cooperative Efforts. Regional depositories

are reviewed in an eighth category. Regional

Services.

Inspectors examine to see if a depository is in

compliance or noncompliance in each category.

The standards examined are those explained in

the latest edition of the Instructions to

Depository Libraries. On occasion, the

inspection will discover major deficiencies in

three or more categories. Noncompliance with

the Instructions in three or more categories

places a library in probationary status, which

requires a reinspection not earlier than 6 months

after the initial inspection.
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C. Summary

The inspection affords the documents

librarian an excellent opportunity to

remind the library administration and

staff of the unique benefits and
responsibilities of the depository,

prompts the staff to engage in a self-

study of the depository operation, and
enhances and promotes depository

services.

At the end of the inspection day, the inspector

visits privately with the library director. The

inspector spends approximately 20 minutes

summarizing the inspection findings. This is an

opportunity for the library director to ask

questions about the compliance review and the

library's depository operation.

B. Post-Inspection Activities

Immediately after the inspection, the documents

staff and the library administration should

review the inspection summary. This ensures

that the staff and administration are of one mind

as to the inspector's comments. It is quite

common for librarians to think of additional

questions for the inspector after the inspection

visit. These questions should be mailed to the

inspector at GPO.

Approximately 6-8 weeks after the inspection

visit, the inspection report will arrive at the

library. The library director, the documents

librarian, and the regional librarian each receive

a copy of the report. The inspection report

should contain no surprises, as the inspector will

have already summarized the report findings

orally. If anyone has any questions about the

compliance review, these questions may be

directed to either the Chief, Depository

Services, or to the Superintendent of Documents

at GPO.

The arrival of the inspection report offers

another good opportunity for the library staff

and administration to review the findings and

develop an action plan for the depository based

on these findings.

The positive impact of a depository inspection

can be greatly enhanced when the library

properly prepares for the inspection visit.

Knowing the objectives and procedures of the

inspection can lead to more effective

participation in the compliance review process

by the library staff. Good communication and

cooperation between the documents librarian and

the inspector are key elements of a successful

inspection.

The inspection affords the documents librarian

an excellent opportunity to remind the library

administration and staff of the unique benefits

and responsibilities of the depository, prompts

the staff to engage in a self-study of the

depository operation, and enhances and promotes

depository services.

By following the procedures outlined above, the

documents librarian can ensure a productive

inspection process, with benefits to both GPO
and the depository library.
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Flow Chart of Inspection Process

inspector arrives
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with depository staff
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Appendix A

Suggested Core Collection

Annotated for Small to Medium Public (P) and Academic (A)

Libraries and for All Law Libraries (L)

Item Class Title Library Type

0001 A 1.47: Agricultural Statistics PA
0002 A 1.58/A: Agriculure Decisions L
0002 A 1.116: Rural Telephone Bank L
0004 A 1.75: Agriculture Information Bdletin P
0004 A 1.75/2: Financial Characteristics of U.S. Farms P
0006 A 1.1: Annual Report. Agriculture Dept A
0009 A 1.9: Farmers' Bulletms P
0011 A 1.77: Home & Garden Bulletins P
0012 A 1.35: Leaflets P
0013-A-Ol A 1.38/2: Facts about U.S. Agriculture PA
0017 A 1.10: Yearbook PA
0021-H A 93.16/3: Food Review PA
0021-T-04 A 110.10: Food News for Consumers P
0042-C A 1.107: Agricultural Economics Reports P
0042-C A 1.107/2: Food Cost Review P
0042-C A 1.107/3: Food Marketing Review P
0042-M A 93.10/2: Agricultural Outlook PA
0042-W A 93.21: ERS (Economic Research Service) Series A
0074-A-03 A98.il: Food «fe Nutrition PA
0074-E-02 PE 1.8: Handbooks, Manuals, Guides. Peace Corps P
0074-E-02 PE 1.11: Core Curriculum P
0076 A 67.7/3: AgExporter A
0088-B A 77.245: Family Economics Review PA
0090-B A 1.121: Agriculture Fact Sheets P
0090-B A 1.141: Issue Bulletin P
0091 A 107,12: Lists (of publications). Governmental & Public Affairs Office .. P
0122 A 57.9/2: Soil & Water Conservation News P
0125-A-03 AC 1.2: General Publications. Arms Control & Disarmament Agency .. A
0125-A-06 AC 1.13: Bibliographies & Lists of Publications A
0125-A-08 AC 1.16: World Military Expenditures PA
0126 C 1.1: Annual Report. Commerce Dept A
0126 C 1.39: Commerce Budget in Brief A
0126 C 1.83: Appendix, Budget of the U.S. Government, Dept. of Commerce

Chapter A
0126-A C 1.54: Bibliographies «& Lists of Publications A
0126-C-03 C 1.79: Minority Business Today P
0126-D-13 C 61.31/2: Franchising in the Economy PA
0127 C 1.24/3: Commerce Publications Update PA
0127-A C 61.18: Business America PA
0128 C 1.2: General Publications. Commerce Dept A
0128-J C 1.84: The U.S. Automobile Industry P

0128-L C 1.88: National Trade Data Bank (CD) PA
0128-N C 1,88/2: National Economic, Social «& Environmental Data Bank (CD) . PA
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0130-D-Ol C 59.2: General Publications. Economic Analysis Biireau A
0130-D-02 C 59.8: Handbooks, Manuals, Guides A
0130-D-03 C 59.17: OBERS, BEA Regional Projections A
0130-D-04 C 59.18: Local Area Personallncome PA
0130-D-06 C 59.20/2: U.S. Direct Investment Abroad A
0130-D-07 C 59.20: Foreign Direct Investment in the U.S A
0130-K C 46.18: Bibliographies & Lists of Publications. EDA A
0130-U C 59.24: Regional Economic Information System (CD) PA
013 1-F C 3.252: Factfinder for the Nation PA
013 1-H C 3.253: Economic Censuses: Reference Series PA
0132 C 3.250: Women-Owned Businesses PA
0132-A-(nos.) C 3.255/2j^ Census of Retail Trade: Geographic Area Series PA
0132-A-(nos.) C 3.255/5: Census of Retail Trade: Major Retail Centers Statistics PA
0132-B-(nos.) C 3.256/2: Census of Wholesale Trade: Geographic Area Series PA
0132-C-(nos.) C 3.257/2: Census of Service Industries: Geographic Area Series PA
0133-A-(nos.) C 3.204/3-(nos.): County Business Patterns [States] PA
0133-E C 3.204/4: County Business Patterns (CD) PA
01 34-A C 3.24/9-6: Annual Survey of Manufactures, Value of Product Shipments . PA
01 34-A C 3.24/9-7: Annual Survey of Manufactures, Statistics for Industry Groups &

Industries PA
01 34-A C 3.24/9-9: Aimual Survey of Manufactures, Geographic Area Statistics .. PA
0136 C 3.24/4: Census of Manufactures: Industry Series PA
0137-A-(nos.) C 3.24/3: Census of Manufactures: Geographic Area Series PA
0138 C 3.163/3: Census Catalog & Guide PA
0138 C 3.163/4: Bibliographies & Lists of Publications. Census Bureau PA
0138 C 3.163/7: Monthly Product Announcements" PA
0138 C 3.163/8: Product Primers PA
0138 C 3.163/9: College Curriculum Support Project Updates PA
0140-A-06 C 3.215/9: Construction Reports: New One-Family Homes Sold & for Sale PA
0140-A-06 C 3.215/9-3: Characteristics of New Housing PA
0140-A-06 C 3.224/3-8: 1990 Housing Highlights PA
0140-B C 3.62/5: Congressional District Atlas PAL
0141-A C 3.215: Current Housing Reports PA
0141-A C 3.215/16: Annual Housing Survey, Supplementary Report, No. 1, Simmiary

of Housing Characteristics for Selected Metropolitan Areas . . PA
0142-A C 3.158: Current Industrial Reports P

0142-A s C 3.158/2: Advance Report on Durable Goods, Manufacturers; Shipments &
Orders P

0142-A C 3.158/3: Current Industrial Reports: Manufacturing Technology P

0142-C C 3.186: Current Population Reports PA
0142-C-Ol C3.186:P-20/ Current Population Reports, Population Characteristics PA
0142-C-Ol C 3.186/3: Voting & Registration in the Election of... Advance Report .. PA
0142-C-Ol C 3.186/3-2: Voting & Registration in the Election of PA
0142-C-Ol C 3.186/6: Marital StaUxs & Living Arrangements PA
0142-C-Ol C 3.186/9: Households, Families, Marital Status, & Living Arrangements PA
0142-C-Ol C 3.186/10: Fertility of American Women: Current Population Reports ... PA
0142-C-Ol C 3.186/12: School Enrollment Social & Economic Characteristics PA
0142-C-Ol C 3.186/12-2: School Enrollment Social & Economic Characteristics of

Students (Advance Report) PA
0142-C-Ol C 3.186/14: The Hispanic Population in the U.S. (Advance Report) PA
0142-C-Ol C 3.186/14-2: The Hispanic Population in the U.S PA
0142-C-Ol C 3.186/17: Household & Family Characteristics PA
0142-C-Ol C 3.186/18: Geographical Mobility PA
0142-C-02 C 3.186:P-23/ Current Population Reports, Special SUidies, Series P-23 .... PA
0142-C-02 C 3.186/4: Child Support & Alimony PA
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0142-C-02 C 3 186/5- PA
r 3 186/8- xujjuiaiiuii riuiiic ui ulc u.o., v^uirciii rupuiaiiun iN-cporio . . .

PA
r 3 186-P-25/ PA

0142-C-03 C 3 186/7- Estimates of the Population of the U.S PA
r 3 186/7-2- Estimates of the Population of the U.S. by Age, Sex &. Race PA

0142-C-03 C 3.186/7-3: Estimates of the Population of the U.S. & Components of Change PA
0142-C-03 C 3 186/15- Projections of the Nimiber of Households & Families PA
0142-C-03 C 3 186/21- State Population & Household Estimates, with Age, Sex, &

Components of Change PA
C 3 186/26- Projections of the Population of Voting Age, for States PA
C 3 186/20- Provisional Estimates of the Population of Coimties PA
r 3 1 86/90-'? • County Population Estimates PA
r 3 186-P-26/ Current Population Reports, Federal-State Cooperative Programs

for Population Estimates PA
C 3 186-P-97/ Current Population Reports, Farm Population PA
r 3 186/25- Farm Population of the U.S PA
r 3 186-P-60/ Current Population Reports, Consumer Income PA
r 3 186/?- Money Income of Households, Families, &. Persons in the U.S. PA
r 3 186/1 1

• Money Income & Poverty Status of Families & Persons PA
r 3 186/13- Receipt of Selected Noncash Benefits PA
r 3 186/16- Characteristics of the Population below the Poverty Level . . . PA
C 3 186/22- Poverty in the U.S PA

0142-C-lO C 3 186/23- Educational Attainment in the U.S PA

r 3 1 86/27-fnos"i - [Region] Population & Per Capita Income Estimates for Counties

PA
r 961 • Special Demographic Analyses PA
r 1 9- General Publications. Census Bureau PA

PA
014fi-K r 3 62/8- U.S. Maps, GE 70 series PA
ni4S.A r 3 140/2- PA
ni4»-A\/1*tO /\ r 3 140/2-3- PA
ni4.8-AV/1*tO"/\ r 3 140/2-4- PA
Ul'fo-A PA

\^ J. ItU/ ii-O. Local Government Employment in Major County Areas PA
niAfi AU148-A P a 1d.^/A- PA
niA8 A PA

r 3 938- PA
C 9'^8/A* National Clearinghouse for Census Data Services Address List PA

J.ZJO/J. PA
r" 9'?8/7' PA
\^ J . 1jt

.

PAL
m ^n J. 1 jt/J. PAL

J. I JH

,

Statistical Abstract of the U.S. (CD) PAL

U J. iJf/o. PAL

KJlJl PAL
"J 1 "JA /9 9 • PAL

J. 1 J't/Z. PAL

U1jZ-A-(.i10S. j
Pill /A- PA

n 1 n /nnc ^Ul jZ-1j-(,i10S.J
P 1 1 1 /7C J. ill 1

.

Census of Agriculture, Preliminary &/or Advance Reports [States]PA

U1j4 P '3 '7'>'J'3.ZZJ. PA

VIIJ'T P 3 993/7-5- PA

0154 C 3.223/12: PA

0154 C 3.223/16: Census of Population: Evaluation & Research Reports PA
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0154 C 3.223/22:90-R Census of Population «& Housing: Reference Reports PA
0154 C 3.223/22:90-R 2 Census of Population & Housing: History PA
0154 C 3.223/22:90-R 3 Census of Population «fe Housing: Alphabetical Index of

Industries «& Occupations PA
0154 C 3.223/22:90-R 4 Census of Population & Housing: Classified Index of Industries

«& Occupations PA
0154 C 3.223/22:90-R 5 Census of Population & Housing: Geographic Identification

Code Scheme PA
0154-A-Ol C 3.223/6-2: Census of Population: General Population Characteristics for

American Indian &. Alaska Native Areas PA
0154-A-Ol C 3.223/7-2: Census of Population: Social & Economic Characteristics for

American Indian & Alaska Native Areas PA
0154-A-02 C 3.223/6-3: Census of Population: General Population Characteristics for

Metropolitan Statistical Areas PA
0154-A-02 C 3.223/7-3: Census of Population: Social & Economic Characteristics for

Metropolitan Statistical Areas PA
0154-A-03 C 3.223/6-4: - Census of Population: General Population Characteristics for

Urbanized Areas PA
0154-A-03 C 3.223/7-4: Census of Population: Social & Economic Characteristics for

Urbanized Areas PA
0154-B-Ol C 3.275: Electronic Products PA
0154-B-Ol C 3.281: Census of Population & Housing, PL 94-171 Data PA
0154-C C 3.277: Economic and Agruculture Censuses (CD) A
0154-D C 3.278: Foreign Trade Data (CD) PA
0154-E C 3.279: TIGER/Line Files, 1990 Census (CD) A
0154-F C 3.282: Summary Tape Files - STF 1 (CD) A
0154-F-Ol C 3.282/2: Summary Tape Files - STF 3 (CD) A
0154-F-02 C 3.283: Census/Equal Employment Opportunity Special File (CD) .... A
0154-F-03 C 3.284: County-to-County Migration File (CD) A
0154-F-04 C 3.285: Public Use Microdata FUes (PUMS) (CD) A
0154-G C 3.286: Subject Reports (CD) PA
0155-A C 3.224/10: Census of Housing: Subject Reports PA
0155-A C 3.224/11: 1990 Census of Population & Housing Content Determination

Reports PA
0155-A-Ol C 3.224/3-2: Census of Housing: General Housing Characteristics for

American Indian &. Alaska Native Areas PA
0155-A-Ol C 3.224/3-5: Census of Housing: Detailed Housing Characteristics for

American Indian & Alaska Native Areas PA
0155-A-02 C 3.224/3-3: Census of Housing: General Housing Characteristics for

Metropolitan Statistical Areas PA
0155-A-02 C 3.224/3-6: Census of Housing: Detailed Housing Characteristics for

Metropolitan Statistical Areas PA
0155-A-03 C 3.224/3-4: Census of Housing: General Housing Characteristics for

Urbanized Areas PA
0155-A-03 C 3.224/3-7: ' Census of Housing: Detailed Housing Characteristics for

Urbanized Areas PA
0155-C C 3.224/12: Current Population Survey (CD) A
0156-B-(nos). C 3.224/3 :90-CH-l Census of Housing: General Housing Characteristics [States] . PA
0156-B-(nos.) C 3.224/3 :90-CH-2 Census of Housing: Detailed Housing Characteristics [States] . PA
0156-K-(nos.) C 3.223/11: Census of Population & Housing: Population & Housing

Characteristics for Census Tracts & Block Numbering Areas

[States] PA
0156-M-(nos.) C 3.223/23: Census of Population & Housing: Summary Social, Economic &

Housing Characteristics [States] PA
0156-P C 3.215/19: American Housing Survey (CD) A
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0159-B-(nos.) C 3.223/18: Census of Population & Housing: Summary Population &
Housing Characteristics [States] PA

0159-B-(nos.) C 3.223/19: Census of Population & Housing: Advance Reports [States] . . PA
0159-C-(nos.) C 3.223/5: Census of Population &. Housing: Population & Housing Unit

Counts [States] PA
0159-C-(nos.) C 3.223/6: Census of Population: General Population Characteristics [States] PA
0159-C-(nos.) C 3.223/7: Census of Population: Social & Economic Characteristics [States] PA
0159-C-(nos.) C 3.223/20: Census of Population & Housing: Population & Housing

Characteristics for Congressional Districts of the 103rd Congress

[States] PA
0159-G C 3.223/10: Census of Population: Population Subject Reports PA
0160-E C 3.258: Survey of Minority-Owned Business Enterprises PA
0183-A C 31.249: Handbook of Airline Statistics PA
0188-A-Ol C 51.11: Bibliographies & Lists of Publications. NTIS PA
0188-A-Ol C 51.11/8: NTIS Products «fe Services Catalog PA
0188-A-Ol C 51.13/3: Foreign Technology Alert Bibliography PA
0188-A-03 C 51.11/2: Directory of Computer Software A
0188-A-03 C 51.11/2-2: Directory of Computerized Data Files A
0188-A-05 C 51.11.4: General Catalog of Information Services A
0188-A-05 C 51.11/5: Directory of Computer Software Applications A
0188-A-07 C51.1: Annual Report. NTIS A
0188-A-09 C 51.15: Directory of Federal Statistical Data Files A
0191-A I 19.65: Earthquakes & Volcanoes PA
0196

through

0199 C 55.421/(nos.): Tide Tables, High & Low Water Predictions [Regions] PA
0208 I 19.65/2: U.S. Earthquakes PA
0215-L C 61.34: U.S. Industrial Outlook PA
0219 C 61.37: Construction Review P
0228 C 59.11: Survey of Current Business. Economic Analysis Bureau .... PA
0228 C 59.11/3: Business Statistics PA
0228 C 59.11/4: Supplement (special) to Survey of Current Business PA
0228 C 59.11/5: National Income & Product Accounts of the U.S P
0231-B C 61.12: Overseas Business Reports PA
0231-B-04 C 1.108/2: Franchise Opportunities Handbook PA
0231-B-12 C 61.25: OPEC Direct Investment in the U.S A
0231-B-12 C 61.25/2: Foreign Direct Investment in the U.S A
0231-B-14 C 61.28: US. Trade Performance in... & Outlook PA
0231-B-14 C 61.28/2: U.S. Foreign Trade Highlights PA
0231-B-15 C 61.29: International Dbect Investment, Global Trends & the U.S. Role A
0231-G-03 C 1.76: Commerce Business Daily P
0231-1 C 61,11: Foreign Economic Trends & Their Implications for the U.S. .. PA
0231-M-(nos.) C 61.30: State Export Series PA
0233-A FMC 1.10: Reports (decisions). Federal Maritime Commission L
0233-A-Ol FMC 1.1: Annual Report L
0233-A-02 C 39.226: Decisions of the Maritime Subsidy Board L
0246-E C 13.22: Journal of Research. NIST A
0251 C 21.1/2: Annual Report of Commissioner, Patent & Trademark Office . . AL
0254 C21.2: General Publications. Patent & Trademark Office PA
0256-A-Ol C 21.26: General Information Concerning Trademarks PA
0256-A-02 C 21.26/2: General Information Concerning Patents PA
0262-A C 21.9: Roster of Attorneys & Agents Registered... before U.S.

Patent Office PL
0262-A C 21.9/2: Attorneys & Agents Registered... before U.S. Patent Office .. PL
0265-B TD 2.23: Highway Statistics PA
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0265-B TD 2.23/2: Highway Statistics, Summary to (year) PA
0265-H TD 2.20: Fatal & Injury Accident Rates on Federal... Highway Systems PA
0268 TD2.19: Public Roads p
0270 C 51.9/3: Government Reports Announcements «& Index. NTIS A
0270 C 51.9/4: Government Reports Announcements & Index: Annual Index . . A
0271-B-08 C 47.16: USTS Travel Folders P
0274-A-(nos.) C 55.216/(nos.): Hourly Precipitation Data: [States] PA
0274-E-(nos.) C 55.286/6-(nos.): Local Climatological Data: [States] PA
0275-F C 55.109: Monthly & Seasonal Weather Outlook P
0277-A-(nos.) C 55.214/(nos.): Climatological Data PA
0278-B C 55.111: Operations of the National Weather Service A
0283 CC 1.1: Annual Report. Federal Communications Commission PAL
0284 CC 1.12/2: FCC Reports: Second Series . . : L
0284 CC 1.12/3^ FCC Record L
0285-B CC 1.50: Major Matters before the Federal Conmiunications Commission . L
0288 CC 1.35: Statistics of Communication Common Carriers A
0288-A CR 1.1: Annual Report. Civil Rights Commission PAL
0288-A CR 1.2: General Publications. Civil Rights Commission PAL
0288-A-01 CR 1.8: Hearings & Conferences before Civil Rights Commission .... AL
0288-A-02 CR 1.6/2: Handbooks, Manuals, Guides PA
0288-A-04 CR 1.9: Bibliographies, Lists of Publications PA
0288-A-05 CR 1.10: Clearinghouse Publications PAL
0288-A-05 CR1.15: Civil Rights Update PAL
0290-A PM 1.8/3: Handbooks (numbered) Personnel Management Office P
0290-F PM 1.9: Salary Tables, Executive Branch 9f the Government A
0292 PM 1.21/2: Aimouncement (of examinations) P
0299 PM 1.10: Pamphlets P
0299 PM 1.10/2: Federal Civilian Work Force Statistics: EEO Statistics P
0299 PM 1.10/2-3: Affirmative Employment Statistics P

0299 PM 1.10/3: Employment by Geographic Areas Annual Report P

0299 PM 1.10/4: Work Years «& Personnel Costs, Executive Branch P

0304-D D 1.33: Bibliographies & Lists of Publications. Defense Dept A
0304-D D 1.33/4: Catalog of DIOR Reports A
0304-D D 1.33/5-2: Index of DCAA Memorandums for Regional Directors A
0304-H D 1.7: Telephone Directory. Defense Dept A
0306-A-02 D 1.1: Dept. of Defense Annual Report PA
0306-A-02 D 1.1/4: Your Defense Budget PA
0306-A-05 D 1.74: Military Forces in Transition PA
0306-F D 1.68: Overseas Employment Opportunities for Educators P

0306-F D 1.98: U.S. Special Operations Forces Posture Statement A
0310-E-07 D 1.61/3: World Manpower Distribution by Geographical Area A
0310-E-08 D 1.61: Military Manpower Statistics A
0310-E-08 D 1.61/7: Reserve Manpower Statistics A
0310-E-16 D 1.57: 1(X3 Companies Receiving the Largest Dollar Volume of Prime

Contract Awards P

0310-E-16 D 1.57/2: 500 Contractors Receiving the Largest Dollar Volume of Prime

Contract Awards for Research P

0310-E-16 D 1.57/2-2: Top Five Contractors Receiving the Largest Dollar Volume of

Prime Contract Awards in Each State P
0310-E-16 D 1.58/3: Working Capital Funds P

03 11 -A D 1.19: Annual Report of Court of Military Appeals L
0312-B D 2.15/2-2: Commanders Digest Indexes P
0312-B D 2.15/3: Defense P
0321-A D 101.47: Army Aviation Digest P

0322 D 101.12: Soldiers P
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0322-F D 101.74:

0325-K D 101.72:

0327-F D 101.22:

0327-G D 101 22-

0327-J D 101 22-X^ X \J X «

0335-A-('nos ) D 103 35/('nos \

0344 D 114.2:

0344-B D 114.10:

0344-C D 114.15:

0344-D D 114.14:

0344-E D 114.17:

0344-F D 114.12:

0344-G D 114.7/4:

0344-G D 114.7/5:

0344-G D 114.9:

0344-G D 114.11:

0344-G D 114.19:

0344-G D 114.19/2:

0344-G D 114.19/3:

0345 D 114.7:

0345 D 114.7/3:

0345 D 114.8:

0345-A D 114.18:

0345-B D 114.20:

0349 D 1.15:

0378-H D 5.409:

0378-H D 5 409/2-

0378-H-Ol D 5.402:

0378-H-05 D 5.413:

0378-H-05 D 5.413/2:

0378-H-05 D 5.416:

0381 D 205.7:

0383-B D 214.13:

0390-A D 208 109-

0393 D 213.7:

0394 D 213.8:

0395 D 213.11:

0396-A D 213 8/3-X^ X ^ • \Jl ^

0399-A D 207.10:

0399-A-01 D 207 10/3-X^ 1*1. \JI

0399-A-02 D 207 10/2-Xi^ S^\J ( > X \J 1 M •

0399-A-02 D 207 10/4-

0399-B D 207.11:

0399-D D 207.12:

0401 D 207.17:

0403-A-Ol D 208 6/4-

0403-A-02 D 208 6/5-

0408-A D 208 207-

0408-A D 208 207/2-

0408-A-02 D 208 210-

0421-C-03 D 301.72/2:

0421-F D 301.79:

0421-G D 301.1:

0422-A D 301.26/24:

Vietnam Studies PA
Parameters, Journal of the US Army War College A
Pamphlets: 27-50-(nos.) Army Lawyer L
Pamphlets: 27-100-(nos.) Military Law Review L
Pamphlets: 550-(nos.), Country Smdies, Bibliographies, etc. . . PA
Water Resources Development in [States] PA
General Publications. Military History Center A
Publications of Office, Chief of Military History (list) A
Dept. of the Army Historical Summary A
U.S. Army Military History Instimte Special Bibliography Series A
Special Smdies A
Handbooks, Manuals, Guides A
U.S. Army in Action A
U.S. Army Campaigns of World War II A
American Forces in Action Series A
Army Lineage Series A
Army Historical Series A
Historical Analysis Series A
Historical Study A
U.S. Army in World War II A
U.S. Army in Vietaam A
World War I (1917-19) Publications A
Indochina Monographs A
The Army Historian A
Manual for Courts-Martial L
National Security Affairs Monograph A
National Affairs Issue Papers A
General Publications. National Defense University A
National Security Essay Series A
Armed Forces Staff College Essays on Command Issues A
McNair Papers A
Naval Law Review L
Historical Publications. Marine Corps A
Annapolis, U.S. Academy Catalog P
Air Almanac PA
Astronomical Almanac PA
Nautical Almanac PA
Astronomical Phenomena PA
Dictionary of American Fighting Ships PA
U.S. Navy & the Vietnam Conflict A
Historical Publications PA
Contributions to Naval History PA
Bibliographies & Lists of Publications. Naval Operations Office . A
Naval Docvunents of the American Revolution A
All Hands P

Port Guides (various ports) P

Foreign Language Phrase Cards P

International Law Smdies. Naval War College L
International Law Smdies: Indexes L
Historical Monograph Series. Naval War College A
Naval War College Review A
Road «& Rec P

Soviet Military Thought Series A
Air Force Report, Report to the Congress A
Airpower Journal A
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0422-D D 301.60: Airman P
0422-1 D 301.85: Studies in Communist Affairs A
0422-J D 301.86: USAF Southeast Asia Monograph Series A
0422-J D 301.86/2: U.S. Air Force in Southeast Asia A
0422-L D 301.90: Encyclopedia of U.S. Air Force Aircraft & Missile Systems . . PA
0422-M D 301.82: The Army Air Forces in World War II A
0422-M D 301.82/2: U.S. Air Service in World War I A
0422-M D 301.82/3: The U.S. Air Force General Histories A
0424-1 D 301.26/2: Air University Library Index to Military Periodicals A
0424-1 D 301.26/20: Air University Abstracts of Research Reports A
0424-1 D 301.62/2: Bibliographies & Lists of Publications. Air Force A
0425-A D 305.8: U.S. Air Force Academy Catalog P

0425-A-ll D 305.8/3: Instructions to Applicants, Class of P
0427-B D 302.9: ^ Air Force Lavi' Review L
0427-C D 302.il: The Reporter L
0429-A-01 E 1.1: Annual Report. Energy Dept A
0429-A-20 E 1.86/3: LOGOS P
0429-F E 1.12: ^ Headquarters DOE Telephone Directory A
0429-F E 1.12/3: National Telephone Directory A
0429-F E 1.12/4: Telephone Directory, Rockwell International, Rocky Rats Plant . A
0429-G E 1.13: Bibliographies & Lists of Publications A
0429-J-Ol E3.1: Energy Information Administration Annual Report to Congress . A
0429-J-01 E 3.1/2: Annual Energy Review A
0429-J-01 E 3.1/3: Synopsis of the Annual Energy Review «& Outlook A
0429-J-Ol E 3.1/4: Annual Energy Outlook, with Projection to A
0429-J-01 E 3.1/4-3: Assumptions for the Annual Energy Outlook A
0429-J-Ol E 3.22: Electric Sales and Revenue A
0429-J-Ol E 3.53: Energy Forecasts for A
0429-J-Ol E 3.54: Manufacturmg Energy Consumption Survey: Consumption of

Energy A
0429-J-Ol E 3.54/2: Manufacturing Energy Consumption Survey: Changes in Energy

Efficiency A
0429-J-Ol E 3.54/3: ' Manufacturing Energy Consumption Survey: Fuel Switching ... A
0429-K-Ol E3.31: Short-Term Energy Outlook A
0429-K-01 E3.56: US. Energy Industry Financial Developments A
0429-K-02 E 3.34: U.S. Crude Oil & Natural Gas Reserves, Annual Report A
0429-K-03 E3.il/2-2: Natural Gas Annual A
0429-T-49 E 3.27: EIA Publications Directory A
0429-T-49 E 3.27/4: EIA Publications, New Releases A
0429-T-49 E 3.27/6: Energy Education Resources, Kindergarten Through 12th Grade A
0429-T-57 E 1.62: National Energy Plan P
0431-A- 11 TD4.9: FAAviation News P

0431-C-14 TD4.20: FAA Statistical Handbook of Aviation PA
0431-1-02 EP 1.5/2: Environmental Laws, Highlights P
0431-1-04 EP 1.1: Aimual Report. Environmental Protection Agency AL
0431-1-09 EP 1.21: Bibliographies & Lists of Publications A
0431-1-09 EP 1.103: OSWER Traming Course Catalog A
0431-1-22 EP 1.12: Telephone Directory A
0431-1-22 EP 1.12/3: Information Resources Directory A
0431-1-26 EP 1.42: Environmental Facts PA
0431-1-33 EP 1.43: Clean Water, Annual Report to Congress A
0431-1-66 EP 1.67: EPA Journal PA
0431 -J-01 EP 1.93: Environmental Outlook PA
0431-K-lO EP 1.95: Environmental Hotlme P
0432 FA 1. Reports & Publications. Fine Arts Commission A
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0433 FM 1.1: Annual Report. Federal Mediation & Conciliation Service L
0434-A-02 E 3.9: Monthly Energy Review PA
0435-E-08 E 3.33: Energy Information Directory A
0435-E-18 E3.il/17-8: Electric Power Monthly A
0435-E-18 E3.il/17-10: Electric Power Annual A
0435-E-18 E3.il/17-12: Electric Trade in the U.S A
0435-E-24 E 3.42: State Energy Data Reports A
0435-E-24 E 3.42/2: State Energy Overview A
0435-E-24 E 3.42/3: State Energy Price & Expenditure Report A
0435-E-35 E 3.50: Annual Outlook for U.S. Electric Power P
0435-E-36 E 3.51: Commercial Nuclear Power: Prospects for the U.S. & the World P
0435-H E3.il/20: International Energy Annual A
0435-H E3.il/20-3: International Energy Outlook, With Projections to A
0435-H E3.il/20-4: International Oil & Gas Exploration & Development Activities . A
0435-L-Ol E 3.49: Energy Facts PA
0438-C E2.17: Federal Energy Guidelmes, FERC Reports L
0438-C-Ol E2.18: Federal Energy Guidelines, Statutes and Regulations L
0444-A HE 1.1015: Aging PA
0444-B HE 1.18: Bibliographies & Lists of Publications. DHHS A
0444-B HE 1.18/3: Catalog, DHHS Publications A
0444-H HE 1.28: Telephone Directory. DHHS A
0444-1 ED 1.31: Programs for the Handicapped (Numbered Series) P

0444-K-08 HE 1.58: Report to the President & Congress on the Drug Abuse,

Prevention, & Treatment Functions P

0444-M-(nos.) HE 1.57: Financial Assistance by Geographic Area, Fiscal Year: A
0444-N ED 1.35: Financial Assistance by Geographic Area A
0445 HE 1.2: General Publications. DHHS A
0445-L-Ol HE 23.1210: National Center on Child Abuse & Neglect: Publications .... PA
0445-L-Ol HE 23.1211: Child Abuse & Neglect Programs PA
0445-L-05 HE 23.1210/2: Child Abuse & Neglect Research: Projects «& Publications ... PA
0447-A-08 HE 1.1005: Laws. Aging Administration L
0447-A-12 HE 20.3861: Age Page P

0447-A-16 HE 20.3862: Special Report on Aging PA
0449 HE 23.12: Children Today PA
0452 HE 23.1202: General Publications. Children's Bureau PA
0455 ED 1.1: Annual Report. Education Dept A
0455 ED 1.1/2: Administration of Public Laws 81-874 & 81-815, Annual Report A
0455-A-02 ED 1.12: Annual Report, Right to Read. Education Dept P

0455-A-03 ED 1 .29: Catalog of Federal Education Assistance Programs P

0455-A-03 ED 1.29/2: OSFA Program Book P

0455-B-O2 ED 1.1/3: National Education Goals Report A
0455-B-O2 ED 1.2: General Publications. Education Dept A
0455-B-17 ED 1.79: NARIC, Disability Research Resources P

0455-B-17 ED 1.79/2: NARIC Quarterly P

0455-B-17 ED 1.79/3: A.T. Quarterly P

0455-B-17 ED 1.84: Disability Statistics Report P

0455-B-18 ED 1.10/2: Guide to Dept. of Education Programs P

0455-B-20 ED 1.77: The Challenge P

0455-D ED 1.17: Bibliographies & Lists of Publications A
0455-D ED 1.17/3: Vocational Instructional Materials... from Federal Agencies ... A
0455-D ED 1.42: Higher Education Opportunities for Minorities & Women,

Annotated Selection A
0455-F ED 1.38: Accredited Postsecondary Institutions &, Programs PA
0455-F-03 ED 1.132: Trends in Education PA
0455-F-04 ED 1.132/2: Trends in Bachelors & Higher Degrees PA
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0455-G-Oo ED 1

1 .317:

0455-G-06 ED 1 .317/2:

0455-G-Oo ED 1 .317/3:
C\A CC ¥
0455-J ED 1 .41:

0455-K ED 1 .24:

0460-A-lO ED 1 .120:

0460-A- 14 ED 1 .36:

0460-A-15 ED 1 .122:

0460-A-15 ED 1 .122/3:

0460-A-22 ED 1 .119:

0460-A-52 bD 1

1 .116:

04oO-A-52 bD 1 .lK/2:

04oO-A-52 ED 1 116/3:
C\A£.f\ A CA ED 1

1 117:
f\A£Lr\ A CA ED 1

1 124:

04oO-B-01 ED 1 111/2:

04oO-B-01 ED 1 112/2:

04oO-B-01 ED 1 112/3:

0460-B-Ol ED 1 112/5:

04oO-B-02 ED 1 122/2:

0460-C-02 ED 1

1 18:

0460-C-02 ED 1 18/4

0460-C-02 ED 1 18/5

0460-C-02 ED 1 18/6

0460-C-02 ED 1 18/7

U4oO-C-U2 bD 1
1 18/8

04oO-C-03 bD 1 18/2

C\AC\ A A

1

04ol-A-Ul bD 1 102:

0461 -A- 12 bD 1 109:
A/1 1 A 1 '^0461 -A- 12 ED 1 109/2:

0461 -A- 15 ED 1 121/3:

0461 -A- 16 ED 1 111:

0461 -A- 16 ED 1 111/3:

0461-A-17 ED 1 114:
C\A£.\ A 1 A0461 -A- 19 ED 1 129:

046 l-B ED 1 32:

046 l-B ED 1 32/2

046l-B ED 1 32/4

0461 -B-04 ED 1 45/4

0461-D-05 ED 1 302:

0461-D-05 ED 1 324:

0461-D-05 ED 1 327:

0461-D-05 ED 1 329:

0461-D-09 ED 1 326:

0466-A-Ol ED 1 310/3:

0466-A-04 ED 1 323:

0467-A-Ol HE 20.8202:

0467-A-03 HE 20.8211:
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Bibliographies & Lists of Publications. ERIO A
Recent Publications of the Dept. of Education A
Perspectives in Reading Research A
Progress of Education in the U.S. of America PA
Telephone Directory. Education Dept A
Projection of Education Statistics PA
Education Around the World PA
Library Statistics of Colleges & Universities, Institutional Data PA
Library Statistics of Colleges & Universities PA
Revenues & Expenditures for Public Elementary «& Secondary

Education PA
Financial Statistics of Institutions of Higher Education: Fiscal

Year State Data A
Institutions of Higher Education, Index by State «& Congressional

District A
State Higher Education Profiles A
Earned Degrees Conferred A
Fall Enrollment in Colleges & Universities A
Directory of Public Elementary & Secondary Education Agencies PA
Public Elementary «& Secondary Education in the U.S PA
Estimates of Local Public School System Finances PA
Preprimary Enrollment PA
Statistics of Public Libraries PA
Library Programs, HEA (Higher Education Act), Title 2-C . . PA
Library Programs, HEA Title II-B PA
Library Programs, HEA Title II-B PA
Library Programs, Library Programs for the Handicapped .... PA
Library Programs, Public Library Construction PA
Library Programs, Library Services for Individuals with Limited

English Proficiency PA
Library Programs, Library Literacy Programs, Abstracts of

Funded Projects PA
General Publications. National Center for Educational Statistics . A
The Condition of Education PA
Education Indicators PA
College Costs, Basic Student Charges, 2- & 4-Year Institutions PA
Education Directory: Colleges & Universities PA
Education Directory: State Education Agency Officials PA
Bibliographies & Lists of Publications. NCES A
Directory of Library Networks & Cooperative Library

Organizations PA
Annual Report to Congress on the Implementation of the

Education of the Handicapped Act PA
Higher Education «& the Handicapped, Resource Directory ... PA
Handicapped Children's Early Education Program PA
Federal Student Financial Aid Handbook PA
General Publications. Educational Research «& Improvement Office A
Request for Proposal A
Youth Indicators, Trends in the Well-Being of American Youth . A
Dropout Rates in the U.S A
Digest of Education Statistics PA
Thesaurus of ERIC Descriptors A
The Best of ERIC A
General Publications. NIDA PA
Bibliographies & Lists of Publications. NIDA A
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0467-A-03 HE 20.8211/2: Special Bibliographies. NIDA A
0467-A-05 HE 20.8214: Research Issues. NIDA A
0467-A-05 HE 20.8236: Technical Reports A
0467-A-06 HE 20.8212/7: Statistical Series, Semiannual Report: Series G, Data from the

Drug Abuse Warning Network (DAWN) A
0467-A-06 HE 20.8212/10: Statistical Series, Series H, Topical Data from the Drug Abuse

Warning Network (DAWN) A
0467-A-06 HE 20.8212/11: Statistical Series, Annual Data, Data from the Drug Abuse

Warning Network (DAWN), Series I A
0467-A-ll HE 20.8219: Drug Use Among American High School Seniors, College

Smdents & Young Adults PA
0467-A-ll HE 20.8219/2: Highlights from Smdent Drug Abuse m America PA
0467-A-20 HE 20.8228: Drug Abuse Prevention Monograph Series PA
0467-A-27 HE 20.8232: Office of Science Monograph Series A
0473-G EP 5.22: Toxic Release Inventory (CD) PA
0474 HE 20.4001: Annual Report. Food & Drug Administration PA
0474 HE 20.4001/2: PMS (Program Management System) Blue Book PA
0474 HE 20.4046: Food &. Drug Administration, Summary of Significant

Accomplishment & Activities in Fiscal PA
0475-H HE 20.4010: FDA Consumer PA
0475-H-02 HE 20.4010/4: FDA Consumer Special Report (various topics) P
0475-J J 24.10: Fact Sheets. Drug Enforcement Administration P
0475-W HE 20.4010/2: FDA Consumer Memo P
0480-B HE 20.4003/2-2: Directory of U.S. Poison Control Centers P
0481 -A HE 20.11: Bibliography Series. Public Health Service A
0481-A HE 20.11/2: Bibliographies & Lists of Publications. Public Health Service . . A
0481-A HE 20.11/3: ODPHP Publications List A
0483-A-08 HE 20.6223: Health U.S PA
0483-A-lO HE 20.23/4: Annual Report on Carcmogens A
0483-E-07 EP4.16: Progress in Prevention & Control of Air Pollution A
0483-E-15 EP 4.22/2: National Air Quality & Emissions Trends Report P
0483-F-Ol HE 20.8210: Marijuana &. Health, Annual Report to Congress A
0483-L-05 HE 20.7019: Bibliographies & Lists of Publications. CDC A
0483-L-06 HE 20.7614: Health Consequences of Smoking PA
0483-L-06 HE 20.7615: Reports of the Surgeon General PA
0483-L-07 HE 20.25/4: State &. Local Programs on Smoking & Health P
0484-D-03 HE 20.102: General Publications. President's Council on Physical Fitaess &

Sports P
0484-D-03 HE 20.108: Handbooks, Manuals, Guides P
0485 HE 20.2: General Publications. Public Health Service A
0485 HE 20.22: International Health Planning Methods Series A
0488 HE 20.3161: Journal of the National Cancer Instimte PA
0491-B-16 HE 20.6513: National Health Care Expenditures Study Data Preview A
0491-B-16 HE 20.6513/2: National Health Care Expenditure Study A
0491-B-16 HE 20.6517: National Medical Expenditure Survey, Research Findings A
0491-B-16 HE 20.6517/2: AHCPR National Medical Expenditure Survey Data Summary . . A
0491-B-16 HE 20.6517/3: National Medical Expenditure Survey Methods A
0494-D-Ol HE 20.7112: Registry of Toxic Effects of Chemical Substances A
0491-D-Ol HE 20.7112/2: Subfile of die Registry of Toxic Effects of Chemical Substances A
0491-D-Ol HE 20 7112/3: Registry of Toxic Effects of Chemical Substances (Quarterly) . . A
0491-D-Ol HE 20.7112/5: Registry of Toxic Effects of Chemical Substances, Cumulative

Supplement A
0494-H-03 HE 20.25/3: State Legislation on Smoking & Health A
0494-H-07 HE 20.7613: Smoking «& Health, A National Status Report PA
0494-K-08 HE 20.7315: Health Information for International Travel P
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0494-K-08 HE 20.7315/2: Summary of Health Information for International Travel P
0497 HE 20.30: Public Health Reports PA
0497-C-02 HE 20.3459: New Medical Science for the 21st Century P
0497-D-06 HE 20.8012/3: Prevention Pipelme P
0497-D-06 HE 20.8015: HHS News P
0497-D-06 HE 20.8026: SAMHSA News P
0497-D-06 HE 20.8027: CSAP Special Reports P
0498-C-06 HE 20.8313: Special Report to U.S. Congress on Alcohol & Health PA
0498-C-lO HE 20.8315: Research Monographs A
0498-C-12 HE 20.8317: Statistical Compendium on Alcohol & Health A
0498-C-14 HE 20.8319: State Resources & Services for Alcohol & Drug Abuse Problems P
0498-C-15 HE 20.8320: National Directory of Drug Abuse & Alcoholism Treatment &

Prevention Programs P
0498-D-Ol HE 23.1301: Annual Report. Family & Youth Services Bureau P
0498-D-Ol HE 23.1309/2: Runaway & Otherwise Homeless Youth, Fiscal Year P
0499-J-04 HE 22.213: Medicare/Medicaid Directory of Medical Facilities P
0499-M HE 23.1011: Bibliographies & Lists of Publications. Children, Youth &

Families Administration A
0500-E HE 20.6209: Vital & Health Statistics A
0500-E HE 20.6209/3: Advance Data from the Vital & Healdi Statistics A
0500-E HE 20.6209/4: Current Estimates from the National Health Interview Survey . . A
0500-E HE 20.6209/4-2: National Health Interview Survey, Computer Processing

Procedures, Calendar Year A
0500-E HE 20.6209/6: Surgical & Nonsurgical Procedures in Short-stay Hospitals, U.S. A
0500-E HE 20.6209/7: National Hospital Discharge Survey: Annual Summary A
0500-E HE 20.6209/8: Inpatient Utilization of Short-stay Hospitals by Diagnosis, U.S. .A
0500-E HE 20.6209/9: Detailed Diagnoses & Procedures for Patients Discharged from

Short-stay Hospitals, U.S A
0500-E HE 20.6215: Life Tables A
0500-E-Ol HE 20.6209/4-3: National Health Interview Survey (CD) A
0502-A-02 HE 23.3102: General Publications. National Clearinghouse on Aging P

0502-A-04 HE 23.3112/2: Statistical Reports on Older Americans A
0504-L HE 20.7035: Dear Colleague PA
0504-L HE 20.7040: Healthy People 2000, Statistics & Surveillance PA
0504-P HE 20.7011/38: HIV/AIDS Surveillance PA
0504-P HE 20.7011/39: NREVSS Monthly Report PA
0504-P HE 20.7038/2: HIV/AIDS Prevention Newsletter PA
0505-A-15 HE 20.7011/20: Abortion Surveillance A
0505-A-16 HE 20.7011/24: Nutrition SurveUlance A
0505-A-19 HE 20.7611: Suicide Surveillance Summary A
0506-A HE 20.3009: NIH Publications List A
0506-A HE 20.3012: Bibliographies & Lists of Publications. NIH A
0506-A-13 HE 20.3031: Medicine for the Public P

0506-A-16 HE 20.3037: Telephone & Service Directory. NIH A
0506-C HE 20.8123: Mental Health Du-ectory PA
0506-C HE 20.8137: Mental Health, U.S PA
0506-C-04 ED 1.211: American Rehabilitation P

0506-H HE 20.3038: The Search for Health P
0506-H-Ol HE 20.3038/2: Healthline P
0507-A-23 HE 20.3016: NIH Almanac A
0507-A-42 HE 20.3041: NIH Data Book, Basic Data Relating to the NIH P

0507-B-09 HE 20.8113: Bibliographies «& Lists of Publications. NIMH A
0507-B-09 HE 20.8113/3: Publications of the NIMH A
0507-B-09 HE 20.8113/5: Mental Health Service System Reports & Statistical Notes

Publication Listing A
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0507-B-09 HE 20.8113/6: New Publications from the NIMH A
0507-B-13 HE 20.8114/3: Crime & Delinquency Issues PA
0507-B-19 HE 20.8309: Alcohol Health & Research World PA
0507-B-25 HE 20.8122/2: New Dimensions in Mental Health A
0507-B-30 HE 20.8128: Plain Talk about (various subjects) P
0507-B-31 HE 20.8130: Caring about Kids P
0507-B-32 HE 20.8131: Science Reports PA
0507-B-32 HE 20.8131/2: Science Monograph PA
0507-G-42 HE 20.3186: Armual Cancer Statistics Review P
0507-P-02 HE 20.3559: Environmental Health Perspectives PA
0508-A-06 HE 20.7009/5: MMWR, Reports on AIDS PA
0508-A-07 HE 20.7009/6: Chronic Diseases Notes & Report P
0508-B HE 20.6217: Monthly Vital Statistics A
0508-E-Ol HE 20.3612/2: Abridged Index Medicus P
0508-E-Ol HE 20.3612/2-2: Cumulative Abridged Index Medicus P
0508-F HE 20.3610/2: Bibliography of Medical Reviews A
0508-F HE 20.3614: Bibliographies & Lists of Publications. NLM A
0508-F HE 20.3614/6: Specialized Bibliography A
0508-F HE 20.3614/7: Reference Information Series A
0508-F HE 20.3615: Bibliography of the History of Medicme A
0508-F-02 HE 20.3615/3: AIDS Bibliography PA
0508-G HE 20.6209/2: Current Listing & Topical Index to Vital Health Statistics Series A
0508-G HE 20.6216: Bibliographies & Lists of Publications. NCHS A
0508-G HE 20.6216/3: Publication Notes A
0508-G HE 20.6216/4: Catalog of Publications... National Center for Health Statistics . A
0508-G HE 20.6216/5: NCHS Health Interview Statistics, Publications from the National

Health Interview Survey, Advance Data Reports A
0508-G HE 20.6229: Reviews of News Reports A
0508-H-Ol HE 20.3615/2: Current Bibliographies in Medicine A
0510 HE 20.6210: Vital Statistics of U.S PA
0510 HE20.6210/A: Vital Statistics of U.S. (separates) PA
0510-A-Ol HE 20.6210/2: Where to Write for Vital Records PA
0512-A-Ol HE 22.2: General Publications. Health Care Financing Administration ... P

0512-A-Ol HE 22.41: International Classification of Diseases, 9th Revision, Clinical

Modification P

0512-A-lO HE 22.18: Health Care Fmancing Review A
0512-A-lO HE 22.18/2: Health Care Financing Review Annual Supplement A
0512-A-24 HE 22.15: HCFA Rulings on Medicare, Medicaid, Professional Standards

Review & Related Matters L

0512-A-24 HE 22.37: HCFA Common Procedure Coding System (Non-CPT-4 Portion) L
0512-A-24 HE 22.38: HCFA Rulings L
0512-A-24 HE 22.40: HCFA Fact Sheet L
0512-A-39 HE 22.8/16: Medicare Handbook P

0512-G-(nos.) HE 22.35: Medicare/Medicaid Nursing Home Information [States] P

0515-A HE 3.51/5: Directory, Medicare Providers & Suppliers of Services, Hospitals,

Extended Care Facilities, Home Health Agencies, etc P

0515-A HE 3.51/6: OHA Telephone Directories P

0516 HE 3.2: General Publications. Social Security Administration A
0516 HE 3.94: Fast Facts & Figures about Social Security , A
0516-A-Ol HE 3.88: Your Social Security Rights & Responsibilities, Disability Benefits P

0516-A-Ol HE 3.88/2: Your Social Security Rights & Responsibilities, Retirement &
Survivors Benefits P

0516-A-03 HE 3.90: What You Have to Know about SSI P

0516-A-04 HE 3.89: Your Social Security P

0516-C-Ol HE 3.6/8: Social Security Handbook PA
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0516-M HE 3.75: Income of the Population 55 & Over A
0516-W HE 3.21/2: Fact Sheet (various topics) P
0518-B HE 3.5/3: Legislative History of Titles I-XX of the Social Security Act . . . L
0523 HE 3.3: Social Security Bulletin PAL
0523 HE 3.3/5: Author, Title, & Subject Index PAL
0523-A HE 3.44: Social Security Rulings L
0523-A HE 3.44/2: Social Security Rulings, Cumulative Bulletins L
0523-A-01 HE 3.3/3: Social Security Bulletin, Statistical Supplements PAL
0523-A-04 HE 3.78: The New Beneficiary Survey P
0524-A-ll HE 24.16: State Legislative Summary, Children & Youth Issues P
0527-H NCU 1.16: Directory of Federally Insured Credit Unions A
0533 FT 1.1: Annual Report. Federal Trade Commission PAL
0534 FT 1.11: FTC Decisions : L
0535 FT 1.2: ^ General Publications. Federal Trade Commission PA
0535 FT 1.30: Annual Line of Business Reports PA
0535-A-Ol FT 1.22/3: Bibliographies & Lists of Publications A
0535-A-03 FT 1.32: Facts for Consumers P
0538 FT 1.7: Rules of Practice L
0539 FT 1.13: Court Decisions L
0539-A FT 1.5: Laws L
0544 GA 1.5: Decisions of Comptroller General L
0544 GA 1.5/A: Decisions of the Comptroller General of the U.S. (separates) .. L
0546 GA 1.5/3: Index-Digest of Published Decisions of Comptroller General ... L
0546-D GA 1.13: Reports to Congress by the Comptroller General of the U.S. ... A
0546-E GA 1.16/3: Reports & Testimony. General Accounting Office A
0546-E GA 1.16/3-2: Annual Index of Reports Issued in A
0546-E GA 1.16/3-3: Abstracts of Reports & Testimony A
0546-J GA 1.5/14-2: Digests of Decisions of the Comptroller General of the U.S. . . L
0548 GP 1.1: Annual Report. Government Printing Office PAL
0548 GP 1.2: General Publications. Government Printing Office PA
0548 GP 1.23/4: Handbooks, Manuals, Guides PA
0551 GP 3.2: General Publications. Superintendent of Documents PA
0552-A GP 3.22/2: Subject Bibliographies PAL
0552-B GP 3.22/3: Publications Reference FUe PAL
0552-B GP 3.22/3-4: Cumulative Price & Status Change Reports PAL
0553-A GP 3.28: Final Cumulative Findmg Aid, House & Senate Bills PAL
0554 GP 3.9: U.S. Government Subscriptions PAL
0556-A GP 3.17/5: U.S. Government Books PAL
0556-B GP 3.17/6: New Books PAL
0557-A (P) or

0557-B (MF)* GP 3.8: Monthly Catalog of U.S. Government Publications PAL
0557-A (P) or

0557-B (MF)* GP 3.8/5: Monthly Catalog... Periodicals Supplement PAL
0557-A (P) or

0557-B (MF)* GP 3.34: U.S. Congressional Serial Set Catalog: Numerical Lists &
Schedule of Volumes PAL

0558-A-02 GS2.16: Consumer Information Series P
0559-E-02 GS 1.31: GSA Subcontracting Directory P
0569 AE 1.113: General Information Leaflet Series. NARA PA
0569-B-02 AE 1.102: General Publications. NARA PA
0569-B-02 AE 1.122: NARA Telephone Directory PA
0569-G AE 1.101: Annual Report. NARA A
0570-A AE 1.115: Special Lists A
0572 AE 2.106/3-2: CFR Index & Finding Aids PAL
0572-B (?) or
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0572-C (MF)* AE 2.106/3: Code of Federal Regulations PAL
0573 AE 2.106/4: Privacy Act Issuances Compilation L
0573-C (P) or

0573-D (MF)* AE 2.106: Federal Register PAL
0573-C (P) or

0573-D (MF)* AE 2. 106/2: LSA, List of CFR Sections Affected PAL
0573-C AE 2. 106/2-2: List of CFR Sections Affected (cumulative) PL
0574-A AE 2. 1 14: Public Papers of the Presidents of the U.S PAL
0574-A-Ol AE 2.113: Codification of Presidential Proclamations & Executive Orders PAL
0575 AE 2.110: Slip Laws (Public) PAL
0576 AE 2.111: U.S. Statutes at Large PAL
0577 AE 2.108/2: U.S. Government Manual PAL
0577-A AE 2.109: Weekly Compilation of Presidential Documents PAL
0580-B GS 11.9: Consumer Information Catalog PA
0581 HH 1.1: Annual Report. Housing «fe Urban Development Dept PA
0581 HH 1.79: Annual Report on the National Housing Goal PA
0581 HH 1.79/2: National Housing Production Report PA
058 1-D HH 1.23: Bibliographies «& Lists of Publications A
0581-D HH 1.84: Recent Research Results A
0581-E-24 HH 1.74: Residential Solar Program Reports P
0581-E-25 HH 1.75: President's National Urban Policy Report A
0581-E-30 HH 1.86: Legal Opinions of the Office of General Counsel. HUD L
0581-E-33 HH 1.92: Telephone Directory A
0582-M HH 1.38: HUD Statistical Yearbook PA
0594-C-(nos.) FEM 1.209: Flood Insurance Studies (various areas) PA
0594-C-(nos.) FEM 1.210/(nos.): National Flood Insurance Program Community Status Book

[States] PA
0597-A-01 T 71.17: Savings & Home Financing Source Book A
0600-C I 1.1: Annual Report. Interior Dept A
0600-C 11.1/6: Interior Budget in Brief, Fiscal Year Highlights A
06(X)-C 11.1/7: Office of Inspector General, Semiannual Report A
0600-C 11.1/7-2: OIG Highlights A
0601 -A I 1.95: Conservation PA
0602 1 1.69: Decisions of Dept. of Interior L
0602 I 1.69/2-3: Decisions of Dept. of Interior: Cumulative Index-Digest of

Unpublished Decisions L
0602-A I 1.69/A: Decisions of Dept. of Interior (separate preprints) L
0602-B I 1.69/9: Opinions of the Solicitor of the Dept. of Interior Relating to Indian

Affairs L
0602-C 11.69/2: Decisions of Dept. of Interior Index-Digest L
0603 I 1.2: General Publications. Interior Dept A
061 1-L 149.77: Endangered Species Technical Bulletin P

0611-M-52 1 49.98: National Survey of Fishing, Hunting, & Wildlife-Associated

Recreation (U.S. Stmimary) P

0611-M-52 I 49.98/3: Analysis of the 1985 National Survey of Fishing, Hunting, &
Wildlife-Associated Recreation Reports P

0611-P-Ol 149.88: Fish & WUdlife News P

0612-F I 49.93: Duck Stamp Data P

0613 1 49.24: Hunting Regulations P

0613 I 49.24/2: Summary of Federal Hunting Regulations P

0613 I 49.24/3: Summary of Federal Hunting Regulations Governing the Hunting,

Possession... Atlantic Flyway P

0613 I 49.24/4: Summary of Federal Hunting Regulations Governing the Hunting,

Transportation... Central Flyway . P
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0613 I 49.24/5: Summary of Federal Hunting Regulations Governing the Hunting,

Possession... Pacific Flyway P
0613 I 49.24/6: Sununary of Federal Hunting Regulations Governing the Hunting,

Possession... Mississippi Flyway P
0619-B 119.14/2: Bibliographies & Lists of Publications. USGS A
0619-E-(nos.) I 19.53/2: Water Resources Data PA
0619-H-(nos.) 119.102: State Map Series [States] PA
0621-C 119.1: Annual Report. USGS A
0622 1 19.14/4: New Publications of Geological Survey (List) A
0623 1 19.14: Publications of the Geological Survey A
0623 1 19.41/9: Price & Availability List of U.S. Geological Survey Publications A
0627 I 20.2: General Publications. Indian Affairs Bureau A
0627-A 1 20.51: ^ Indians of (various states) PA
0627-A I 20.51/2: Indians (various subjects) PA
0627-F I 20.48: Bibliographies & Lists of Publications. Indian Affairs Bureau . . A
0627-J 11.107: Kappler's Indian Affairs, Laws & Treaties AL
0633-A-Ol 153.12/2: Managing the Nation's Public Lands A
0633-C 153.1/2: Public Land Statistics PA
0639 1 28.37: Minerals Yearbook PA
0639-F-Ol I 28.37/A 2: Minerals Yearbook (separates from vols. 2 & 3) . P
0646-B I 29.66: National Parks & Landmarks PA
0646-C 129.71: The National Parks: Camping Guide P
0646-F I 29.78: Urban Ecology Series P

0648 1 29.2: General Publications P

0648-B I 29.74: Historic American Buildings Survey P
0648-B 1 29.74/2: Historic American Buildings Svurey/Historic American

Engineering Record Division Annual Report P
0648-D I 29.76/3: National Register of Historic Places Bulletins PA
0648-G 1 29.103: Index, National Park System & Related Areas PA
0648-H 129.110: Park Areas & Employment Opportunities for Summer P

0648-N I 29.88/5: Special History Smdy P
0648-P 129.117: National Historic Landmark Theme Study P
0648-S 1 29.120: Catalog of National Historic Landmarks P
0649 I 29.9/5: National Park Service Handbooks P
0649 1 29.58/2: '

' National Park Service History Series P
0649 I 29.58/3: Historic Resource Study P
0650 1 29.21: • National Monuments & Military Parks, Information Circulars .. P

0651 1 29.6: National Parks, Information Circulars P
0651 I 29.88/6: National Historical Parks, Information Circulars P

065 1-A 1 29.8: Maps P
065 1-B I 29.6/2: National Seashores, Information Circulars P
0651-B-Ol 1 29.6/3: National Lakeshores, Information Circulars P

0651-B-02 129.6/4: National Rivers, Information Circulars P
0651-B-03 1 29.6/5: National Scenic Trails, Information Circulars P
0651-B-04 I 29.6/6: National Historic Site Information Circulars P

0654 I 29.6/7: (Various seasons) in the Santa Monica Mountains & Seashore . . P
0654 I 29.39: National Recreational Areas (Informational Circulars) P
0654 I 29.96/3: Gateway National Recreation Area Program Guide P

0672-M IA 1.1/3: Office of Inspector General, Semiannual Report to the Congress PA
0672-M lA l.l9: Opportimities Abroad for Educators PA
0673 IC 1.1: Annual Report. Interstate Conmierce Commission L
0676 IC 1 ACT.5/2: ICC Acts, Annotated L
0677 IC 1.6/10: Interstate Commerce Commission Reports (2nd series) L
0679 IC 1.11: Rules of Practice L
0717 J 1.2: General Publications. Justice Dept L
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0717 J 1.33: LEAA Grants & Contracts L
0717 J 1.33/2: LEAA Grants & Contracts Dissemination Documents L
07 17-A J 1.8: Regulations, Rules, Instructions L
0717-A-Ol J 1.7: Register of the U.S. Dept. of Justice & the Federal Courts . . . . L
0717-A-Ol J 1.8/2: Handbooks, Manuals, Guides L
0717-A-Ol J 1.8/4: Technical Assistance Guide L
0717-A-04 J 1.3: Bulletin on Economic Crime Enforcement A
0717-B-04 J 32.15: Juvenile Court Statistics L
0717-B-07 J 1.56: Freedom of Information Case List L
0717-B-ll J 1.58: FOIA Update L
0717-B-13 J 1.87: Annual Report of Justice System Improvement Act Agencies ... L
0717-B-14 J 1.88: Legal Activities L
0717-C J 26.1/2: Aimual Report of the National Institute for Juvenile Justice &

Delinquency Prevention L
0717-C-Ol J 1.1: Annual Report of the Attorney General of the U.S PL
0717-C-Ol J 1.1/7: Financial Litigation Annual Report PL
0717-C-Ol J 1.1/8: Attorney General's Advisory Committee of U.S. Attorneys

Annual Report PL
0717-C-04 J 1.5/4: Opinions of the Office of Legal Counsel L
0717-C-05 J 1.14/8: FBI Law Enforcement Bulletin P
0717-C-17 J 1.14/18: Crime Laboratory Digest PA
0717-C-17 J 1.14/22: Terrorism in the U.S PA
0717-G J 1.20/2: Bibliographies & Lists of Publications L
0717-G J 1.20/3: Library Book Catalog L
0717-K-Ol J 28.22: NCJRS: Document Retrieval Index PL
0717-T JU 10.8: Federal Probation L
0717-W J 1.47: Office of Juvenile Justice & Delinquency Prevention: Annual

Report L
0717-X JU 10.14: Federal Court Management Statistics L
0717-X-Ol JU 10.15: Directory of U.S. Probation & Pretrial Services Officers . . . . L
0717-Y JU 10.13: Grand & Petit Juror Service in U.S. District Courts L
0717-Y-02 JU 10.17: U.S. Court Directory PAL
0717-Y-04 JU 10.18: U.S. District Courts Sentences Imposed Chart L
0717-Y-05 JU 10.12: U.S. Courts, A Pictorial Summary PAL
0717-Y-06 JU 10.20: Telephone Directory L
0718 J 1.5: Official Opinions of Attorney General L
0718 J 1.5/A: Opinions of Attorney General (separate opinions) L
0718-A-14 J 28.20: Directory of Criminal Justice Information Sources P

0718-A-14 J 28.28: National Criminal Justice Thesaurus PAL
0718-A-17 J 32.16: Delinquency in the U.S > A
0718-A-17 J 32.17: OJJDP Annual Report on Missing Children A
0718-A-17 J 32.18: Juveniles Taken into Custody A
0718-A-18 J 28.3/3: AIDS Bulletin PA
0718-A-22 J 1.96: Report to the Attorney General L
0718-A-22 J 1.101: Justice L
0721 J 1.14/2: General Publications. Federal Bureau of Investigation P

0722 J 1.14/7: Uniform Crime Reports PAL
0722-A J 1.14/7-4: FBI Uniform Crime Reports PAL
0722-A J 1.14/7-6: Law Enforcement Officers Killed & Assaulted PAL
0722-A J 1.14/7-7: Uniform Crime Reports-Bomb Summary PAL
0722-A-Ol J 1.14/16: Handbooks, Manuals, Guides PL
0723 J 21.11: Administrative Decisions Under Immigration & Nationality Laws L
0723 J 21.22: Immigration Issues L
0723-A J 21.1: Annual Report. INS L
0723-A-Ol J 1.102: Office of the Chief Administrative Hearing Officer Cases .... L
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0723-A-Ol J 1.102/2: . OCAHO Files L
0723-A-Ol J 1.102/3: Quarterly Update, Index of Administrative Law Judge & Chief

Administrative Hearing Officer Decisions (OCAHO) L
0723-A-Ol J 1.102/4: OCAHO Subpoenas L
0723-A-Ol J 1.102/5: Interim Decisions (OCAHO) L
0724 J 21.9: Federal Textbooks on Citizenship P
0724-A J 21.10/2: INS Reporter L
0725-B J 21.2/10: Statistical Yearbook of the Immigration & Naturalization Service PA
0725-B J 21.2/10-2: Quarterly Nonimmigrant Statistics PA
0726 J 21.5: Laws & Regulations PL
0726 J 21.5/2: U.S. Immigration Laws, General Information PL
0728 JU 10.1: Annual Report. Administrative Office of U.S. Courts L
0728 JU 10.1/2: Reports of the Proceedings of the Judicial Conference of the U.S.

& Annual Report... Director of the Administrative Office of the

U.S. Courts L
0728-A JU 10.11: Federal Offenders in the U.S. District Courts L
0728-B JU 10.3/2: The Third Branch, Bulletin of Federal Courts L
0729 JU 10.2: General Publications.Administrative Office of the U.S. Courts . L
0729 JU 10.10: Reports of Proceedings of Judicial Conference of U.S L
0729 JU 10.10/2: Reports of Proceedings of Special Sessions of Judicial Conference

of U.S L
0729-A JU 10.6: Regulations, Rules, Instructions L
0729-B JU 10.6/2: Handbooks, Manuals, Guides L
0729-D JU 10.21: Federal Judicial Workload Statistics L
0731-B JU3.10: Rules of the U.S. Claims Court L
0731-B JU 3.10/3: Regulations, Rules, Instructions. Court of Claims L
0731-B JU 3.10/4: Handbooks, Manuals, Guides L
0733 JU 7.5/2: Cases Decided in U.S. Court of Appeals for the Federal Circuit L
0735 JU7.8: Rules L
0736 JU 9.5/2: U.S. Court of International Trade Reports L
0738 JU 6.2: General Publications. Supreme Court L
0738-A JU6.12: Docket Sheet L
0739 JU6.9: Rules & Orders L
0740 JU 6.11: Regulations, Rules, Instructions L
0740-A JU 6.8/B: - Supreme Court Decisions (decisions in individual cases) . . . PAL
0740-B JU 6. 8/A: Supreme Court Decisions: (preliminary prints-advance parts) PAL
0741 JU6.8: U.S. Reports PAL
0742 JU 11.7: Reports. Tax Court L
0742 JU 11.7/A 2: Reports (separates, individual issues, monthly compilations) ... L
0742-A JU 11.2: General Publications. Tax Court L
0742-A-Ol JU 13.1: Annual Report. Federal Judicial Center L
0743 JU 11.8: Rules of Practice. Tax Court L
0743 JU 11.8/2: Rules, Regulations, Instructions. Tax Court L
0743-C-Ol JU 13.2: General Publications. Federal Judicial Center L
0743-C-02 JU 13.8: Handbooks, Manuals, Guides L
0743-C-02 JU 13.8/2: Bench Comment L
0743-C-03 JU 13.10: Report FJC-R L
0743-C-03 JU 13.10/2: FJC Staff Papers L
0743-C-03 JU 13.10/3: Report FJC-M L
0743-C-03 JU 13.10/4: FJC-SES L
0743-C-03 JU 13.13: FJC Directions L
0743-C-03 JU 13.13/2: State-Federal Judicial Observer L
0743-C-03 JU 13.14: Directories. Federal Judicial Center L
0743-C-04 JU 13.9: Education & Training L
0743-C-04 JU 13.9/2: Catalogue of Audiovisual Media Programs L
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0743-C-04 JU 13.9/3: Connections L
0743-C-05 JU 13.11: Bibliographies «& Lists of Publications L
0743-C-05 JU 13.11/2: Catalog of Publications L
0743-C-06 JU 13.12: Innovations in the Courts, A Series on Court Administration . . . L
0743-C-06 JU 13.15: Court Historian L
0744 L 1.1: Annual Report. Labor Dept PAL
0744 L 1.1/3: Secretary's Semiannual Management Report PAL
0744-A L 1 .34: Bibliographies & Lists of Publications A
0744-A L 1.34/6: Publications of the U.S. Dept. of Labor A
0745 L 1.2: General Publications. Labor Dept A
0745-G L 1.5/2: Decisions... Office of Administrative Law Judges &. Offices of

Administrative Appeals L
0749-B L 28.9: Digest & Decisions... Employees' Compensation Appeals Board L
0749-E L 29.16: Foreign Labor Trends PA
0754-E L 1.67: Telephone Directory. Labor Dept A
0761 -A L 37.210: Significant Provisions of State Unemployment Insurance Laws . . P
0762-D-12 Y 3.F 31/21-3:10-3/ Subject Matter Indexes to Decisions of the FLRA L
0766 PREX 1.10/3-3: Work Life P
0766-C-09 PREX 9. 10: National Trade Estunate, Report on Foreign Trade Barriers ... A
0766-J L 35.11/2: Safe Work Practices Series P

0766-J L 35.11/3: Fatal Facts: Accident Report P

0768-A-01 L 2.3: Bulletins. Labor Statistics Bureau PA
0768-A-Ol L 2.3/4-3: Career Guide to Industries P
0768-A-Ol L 2.3/18: Consumer Expenditure Survey: Interview Survey PA
0768-A-03 L 2.3/11: Occupational Injuries & Illnesses in the U.S. by Industry P

0768-A-04 L 2.3/9: Relative Importance of Components in the Consimier Price Indexes P

0768-A-05 L 2.3/10: Employee Benefits in Medium & Large Firms P

0768-A-06 L 2.3/12: Geographic Profile of Employment & Unemployment PA
0768-A-07 L 2.3/13: National Survey of Professional, Administrative... & Clerical Pay PA
0768-A-07 L 2.3/13-2: National Survey of Professional, Administrative... & Clerical Pay:

Private Service Industries PA
0768-A-08 L 2.3/16: Occupational Employment in Manufacturing Industries P

0768-A-09 L 2.3/20: Productivity Measures for Selected Industries P

0768-A-lO L 2.3/4-2: Occupational Projections «& Training Data P

0768-B L 2.41/2: Employment & Earnings PA
0768-B L 2.41/2-2: Supplement to Employment & Earnings PA
0768-B-(nos.) L 2.121/(nos.): Area Wage Survey [States] PA

Occupational Compensation Survey: Pay &. Benefits [States] . . PA
0768-B-(nos.) L 2.122/(nos.): Area Wage Survey [States] PA

Occupational Compensation Survey: Pay & Benefits [States]

(Stmmiary) A
0768-B-02 L 2.113/7: Air Transportation Wage Surveys, Alaska (Summary) P

0768-B-24 L 2.123/24: Moving «& Storage Wage Survey [Areas] P

0768-C-Ol L 2.3/3: Industry Wage Surveys (various industries) P

0768-C-02 L 2.3/4: Occupational Outlook Handbook PA
0768-C-03 L 2.3/5: Handbook of Labor Statistics PAL
0768-C-17 L 2.3/8: Bargaining Calendar P

0768-D-Ol L 2.3/3-2: Industry Wage Survey Summaries P

0768-D-Ol L 2.3/3-3: Wage Survey Summaries P

0768-E L 2.34/2: Bibliographies & Lists of Publications A
0768-E L 2.131: BLS Update A
0768-E L 2.132: Issues in Labor Statistics A
0768-F L 2.38/3: CPI Detailed Report PA
0768-F L 2.38/8: Consumer Price Index-Washington, D.C. Area PA
0768-F L 2.38/10: Summary Data fi-om the Consumer Price Index PA
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0768-F-04 L 1.20/8: Women & Work P
0768-G L2.71: BLS Reports P
0768-G L 2.125: Major Programs, Bureau of Labor Statistics P
0768-T-Ol L 2.111/5: State & Metropolitan Areas Employment & Unemployment ... P
0769-R L 2.43/2: White-Collar Salaries A
0769-R L 2.43/3: National Survey of White-CoUar Pay A
0770 L 2.6: Monthly Labor Review PAL
0770-A L 2.70/4: Occupational Outlook Quarterly PA
077 1-B L 2.61: Producer Price Indexes PA
0771-B L 2.61/10-2: Summary Data from the Producer Price Index News Release . PA
0771-B L 2.61/11: Supplement to Producer Price Indexes Data for PA
0780-A-06 L 37.16: Occupational «fe Career Information Series P
0781 L 36.103: Bulletins. Women's Bureau PA
0782 L 36.102:— General Publications. Women's Bureau A
0783 L 36.110: Leaflets P
0783-C-02 L 36.108: Handbooks, Manuals, Guides A
0783-C-03 L 36.112: Pamphlets PA
0783-C-03 L 36.114/3: Facts on Working Women PA
0785 LC 1.1: Annual Report. Library of Congress AL
0785 LC 1.1/2: Brief Summary of the Major Activities for Fiscal Year AL
0785-A LC 1.12/2: Bibliographies & Lists of Publications A
0785-A LC 1.12/2-2: Library of Congress Selected Publications A
0785-A LC 1.12/2-3: Publications in Print A
0785-A-01 LC 3.1: Annual Report of the Register of Copyrights L
0785-B LC 1.32/2: Federal Library Committee Publications L
0785-B-02 LC 1.47: Annual Forum, Federal Information Policies PAL
0785-C LC 1.18: Library of Congress Information Bulletin PAL
0785-D LC 1.34: Letters of Delegates to Congress 1774-1789 AL
0785-H LC 1.40: Library of Congress Directory A
0785-H LC 1.40/2: Directories A
0786 LC 1.2: General Publications. Library of Congress PA
0790 LC 3.3: Bulletms. Copyright Office L
0790 LC 3.3/2: Decisions of the U.S. Involving Copyright & Literary Property . L
0790 LC 3.3/3: Decisions of the U.S. Courts Involving Copyright L
0802-A LC 3.4/2: , Explanatory Circulars. Copyright Office PA
0806-C LC 2.2: General Publications. Copyright Office P

0806-1 LC2.il: Children's Books P

0807 LC 14.6: Digest of Public General Bills PAL
0807-A-Ol LC 14.18: Major Legislation of the Congress PAL
081 1-B LC 4.7: President's Papers Index Series A
0814-B LC 30.7/2: Cataloging Service Bulletin AL
0815-B LC 30.6: Regulations, Rules, Instructions L
0816 LC 30.9: Monthly Checklist of State Publications PAL
0818-A-02 LC 33.10: LC Science Tracer Bullet A
0818-G-Ol LC 39.9: Publications of the American Folklife Center P

0818-G-07 LC 39.14: Folklife Annual PA
0818-J LC 42.2: General Publications. LC Law Library L
0818-K LC 42.9: Bibliographies & Lists of Publications LC Law Library L
0819 LC 26.9: Classification PAL
0820 . LC 26.2: General Publications. Subject Cataloging Division L
0820-A LC 26.8/4: Subject Cataloging Manual, Subject Headings AL
0820-A LC 26.8/5: Subject Cataloging Manual, Shelflisting AL
0821 LC 26.9/2: Library of Congress Classification, Additions & Changes .... AL
0823 LC 26.7: Library of Congress Subject Headings & Supplements PAL
0823 LC 26.7/2-2: L.C. Subject Headings Weekly Lists PAL
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0824 LR 1.1: Annual Report. National Labor Relations Board L
0825 LR 1.14: Court Decisions Related to National Labor Relations Board Act . L
0826 LR 1.8: Decisions & Orders L
0826 LR 1.8/6: Classified Index of National Labor Relations Board Decisions &

Related Court Decisions L
0826 LR 1.8/6-2: Classified Index of Decisions of Regional Directors of National

Labor Board in Representation Proceedings L
0826 LR 1.8/7: Classification Outline for Decisions of NLRB & Related Court

Decisions L
0826 LR 1.8/9: Supplement to Table of Cases Decided L
0826-B LR 1.8/8: Classified Index of Dispositions of ULP Charges by the General

Counsel of the National Labor Relations Board L
0830-A-Ol NAS 1.1/4: Spinoff, Annual Report. NASA PA
0830-A-Ol NAS 1.1/5: Annual Report to the Administrator, Office of Exploration ... PA
0830-A-01 NAS 1.1/6: Highlights of Earth Science & Applications Division PA
0830-A-Ol NAS 1.85: NASA Budget Estimates PA
0830-C NAS 1.2: General Publications. NASA P
0830-H NAS 1.20: NASA Facts P

0830-H-04 NAS 1.49/2: Educational Horizons P

0830-H-20 NAS 1.69: NASA Education Briefs for the Classroom P

0830-J NAS 1.9/2: Bibliographies & Lists of Publications A
0830-J NAS 1.15/2: Bibliography of Lewis Research Center Technical Publications ... A
0830-L-Ol NAS 1.24: NASA Headquarters Telephone Directory A
0830-L-Ol NAS 1.24/3: KSC (Kennedy Space Center) Telephone Directory A
0830-Y NAS 1.12/8: Jet Propulsion Laboratory: Mission Stams Bulletins P

0830-Y NAS 1.45: Mission Report P

0831-B-Ol NF 3: Reports & Publications. NEH PA
0831-B-Ol NF3.21: Humanities in America PA
0831-B-02 NF 2: Reports & Publications. National Endowment for the Arts ... PA
0831-B-02 NF 2.8/2-26: Inter-Arts, Artists' Projects: New Forms PA
0831-B-02 NF2.14: Artifacts A
0831-B-08 NF3.11: Humanities PA
0832 NMB 1.1: Annual Report. National Mediation Board L
0833 NMB 1.7: Emergency Board Reports L
0834-B NS 1.1: Aimual Report. National Science Foundation A
0834-C NS 1.2: General Publications. National Science Foundation A
0834-C-02 NS 1.40: Science & Technology Report & Outlook A
0834-F-Ol NS 1.29: Mosaic PA
0834-F-Ol NS 1.54: NSF Directions PA
0834-H NS 1.13: Bibliographies & Lists of Publications A
0834-H NS 1.13/5: Publications of the National Science Foundation A
0834-H NS 1.13/6: Publications List, Division of Resources Smdies A
0837-J-Ol P 1.54: Mint Set of Commemorative Stamps P

0837-J-Ol P 1.54/2: Mint Set of Definitive Stamps P

0839-A-03 P 1.10/8: National Zip Code Directory PAL
0840 P4.10: Postage Stamps of U.S PA
0848 PR 42.9: Economic Report of the President PAL
0850 PR 42.2: General Publications. President of the U.S A
0851 -J PR 42.8: Special Committees & Commissions PAL
0853 PREX 2.8: Budget of the U.S. Government PAL
0853 PREX 2.8/7: Budget Revisions PAL
0853 PREX 2.8/8: Historical Tables, Budget of the U.S. Government PAL
0853 PREX 2.8/9: Management of the U.S. Government, Fiscal Year PAL
0853 PREX 2.8/11: Budget of the U.S. Government: Director's Introduction &

Overview Tables PAL
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0853 PREX2.31: Mid-Session Review of the Budget PAL
0853-A-01 PREX 2.20: Catalog of Federal Domestic Assistance PAL
0853-A-06 PREX 2.10/2: Federal Statistics A
0853-A-06 PREX 2.10/3: Statistical Programs of the U.S. Government A
0854 PREX 2.2: General Publications. Management & Budget Office A
0854-D PREX 2.4: 0MB Circulars A
0855-A PREX 2.8/2: Budget m Brief . . . PAL
0855-A PREX 2.8/6: Budget Highlights PAL
0855-A PREX 2.8/10: Major Policy Initiatives PAL
0855-B PREX 2.8/5: Special Analysis PA
0856-A-Ol PREX 3.10/4: CIA Maps «& Atlases PA
0856-A-05 PREX 3.L1/2: Reference Aid: Chiefs of State &. Cabinet Members P
0856-A-07 PREX 3.15: World Factbook ; PAL
0856-B-02 PREX 15.9: Report on National Growth A
0856-D NAS 1.52: Aeronautic & Space Report of the President. Annual Activities . A
0856-E PREX 14.2: General Publications. Coimcil on Environmental Quality A
0856-E-Ol PREX 14.1: " Annual Report. Council on Environmental Quality PAL
0857-B-Ol PREX 20.1: Annual Report. Special Action Office for Drug Prevention .... A
0857-G-02 PREX 24.1: Annual Report. Drug Abuse Policy Office A
0857-1-02 HE 1.508: Handbooks, Manuals, Guides. Consumer Affairs Office P
0857-1-02 HE 1.508/2: Consumer's Resource Handbook P
0857-1-05 HE 1.502: General Publications. Consumer Affairs Office P

0862-A S 1.116: African Series A
0862-B S 1.123: Background Notes PA
0862-B S 1.123/2: Background Notes Index _ PA
0863 S 1.1/4: Annual Report of Visa Office .

." PA
0863 S 1.1/6: Annual Report, Inspector General, State Dept. &. Foreign Service PA
0863 S 1.1/9: Secretary's Semiannual Management Report to the Congress .. PA
0863 S 1.3/4: Visa Bulletm PA
0863 S 1.69: Dept. & Foreign Service Series PA
0863 S 1.69/2: Foreign Consular Offices in the U.S PA
0864 S 1.3/5: Dispatch PAL
0864-A S 7.12/2: ^

_
Digest of International Law (Whiteman Series) L

0864-A S 7.12/3: Digest of U.S. Practice in International Law L
0864-B-Ol S 1.129/2: Implementation of Helsinki Final Act A
0864-B-07 S 1.1/7: World Refugee Report A
0865 S 1.8: Diplomatic List PA
0865-B AC 1.11/2: Documents on Disarmament L
0868-B S 1.71/3: Economic Foreign Policy Series A
0868-C S 1.8/2: Employees of Diplomatic Missions

,
A

0869 S 1.74: European & British Commonwealth Series A
0869-C S 1.127: Post Reports (various countries) PA
0870 S 1.38: East Asia «& Pacific Series A
0872-A S 1.114/2: Foreign Service Institute: Basic Language Courses P

0872-A S 1.114/2-2: Foreign Service Institute: Readers P

0872-A S 1.114/3: Foreign Service Institute: Publications P

0872-A S 1.114/3-10: Foreign Service Institute: Schedule of Courses P

0872-A S 1.114/3-11: Foreign Service Institute: Bulletin P

0872-A S 1.114/3-12: Foreign Service Institute: Center Paper P

0872-B (P) or

0872-C (MF)* S 1.1: Foreign Relations of the U.S AL
0875 S 1.71: General Foreign Policy Series AL
0875 S 1.71/2: American Foreign Policy, Current Documents AL
0875 S 1.71/2-2: American Foreign Policy, Current Documents (supplement) .. AL
0876 S 1.2: General Publications. State Dept A
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0876 S 1.146: International Narcotics Control Strategy Report A
0876-A S 1.119/2: Geographic Bulletins P
0876-A-Ol S 1.131: Selected Documents A
0876-A-02 S 1.119/3: International Boundary Smdies A
0876-A-02 S 1.119/4: Geographic Notes A
0876-A-06 S 1.138: Patterns of Global Terrorism PA
0876-B-Ol S 1.30/3: Bibliographies & Lists of Publications A
0876-B-Ol S 1.30/3-2: Selected State Dept. Publications A
0876-B-Ol S 1.30/5: Library of the Dept. of State, New Acquisitions for A
0876-C S 1.21: Telephone Directory, State Dept., AID, ACDA A
0877-C S 1.71/6: Regional Brief A
0878 S 1.67: International Informational Cultural Series A
0882-B S 1.70: International Organization & Conference Series A
0882-B S 1.70/8: U.S. Participation in the United Nations A
0882-B S 1.70/9: U.S. Contributions to International Organizations A
0883 S 1.86: Near Middle Eastern Series A
0883-A S 1.86/2: Near East & South Asian Series A
0899 S9.10: Treaties & Other International Acts Series AL
0899-A S9.12: U.S. Treaties & Other International Agreements AL
0899-A S 9.12/2: Treaties «& Other International Agreements... (1777-1949) . . . AL
0900-A S9.14: Treaties m Force, List PAL
0900-D PE 1.2: General Publications. Peace Corps A
0901-A SBA 1.1: Annual Report. Small Business Administration P
0901-A SBA 1.1/2: The State of Busmess P

0901-A SBA 1.1/3: Semi-annual Report of the Inspector General, U.S. SBA P
0901-A SBA 1.44: Five-Year Information Resources Management Plan P
090 1-B SBA 1.2: General Publications P
0901-B-03 SBA 1.2/10: Small Busmess Subcontracting Directory P
090 1-C SBA 1.12: Small Business Management Series P
0901-D SBA 1.13/3: U.S. Government Purchasing «& Sales Directory P

0901-E SBA 1.10: Management Aids for Small Manufacturers P
0901-E SBA 1.32/2: Business Development Publication P
090 1-E SBA 1.32/3: Financial Management Series P

0901-J SBA 1.14: Small Marketers Aids P

0901-J SBA 1.14/2: Small Marketers Aids (annual) P

0901-K SBA 1.3: Small Business Bibliographies P

0901-L SBA 1.15: Starting & Managing Series P

0901-L SBA 1.35: Starting Out Series P

0901-N SBA 1.18: Small Business Admmistration Publications (Lists) P

0901-N SBA 1.18/2: Bibliographies & Lists of Publications P

0901-N SBA 1.18/4: Selected Abstracts of Completed Research Studies P

0901-P SBA 1.19: Handbooks, Manuals, Guides P

0903 SE 1.1: Annual Report. Securities & Exchange Commission AL
0903-A SE 1.27: Directory of Companies Filing Annual Reports Under

Securities Exchange Act PAL
0908 SE 1.11: Decisions & Reports L
0908 SE 1.11/2: Supplement to Index to Commission Decisions L
0908-C SE 1.29: SEC Docket L
0909 SI 1.1: Smithsonian Year PA
0909 SI 1.1/4: Statement by the Secretary. Smithsonian Institution PA
0909-C SI 1.17/2: Bibliographies & Lists of Publications A
0909-C SI 1.17/4: Smithsonian Institution Press, New Titles A
0909-D-Ol SI 1.20/2: Handbook of North American Indians PA
0910 SI 1.2: General Publications. Smithsonian Institution PA
0910-P SI 1.42: Smithsonian Studies in Air & Space P
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0910-T SI 1.43:

0915 SI 4.1:

0916 SI 6.2:

0917 SI 8.2:

0917 SI 8.8:

0921 SI 3.2:

0921 SI 3.10:

0922-A-Ol SI 9.2:

0922-B SI 11.2:

0922-B-Ol SI 13.2:

0922-C SI 7.2:

0922-D-02 SI 14.2:

0923 T 1.1/4:

0923 T 1.1/5:

0925-D T 1.40:

0926-A T 63.103/2:

0927 T 17.6/3-5:

0928-F T 63.101/2:

0928-F T 63.101/2-2:

0930-B TD 5.16:

0930-B TD 5.16/2:

0931-A-04 TD 5.12/2:

0950-D T 17.6/3-4:

0950-G T 17.17:

0955 T22.1:

0956 T 22.2:

0956 T 22.2/11

0956 T 22.2/12

0956 T 22.2/13

0956 T 22.2/14

0956-F T 22.57:

0957 T 22.23:

0960 T 22.25:

0960-A T 22.25/5

0960-A-01 T 22.25/6

0960-A-02 T 22.25/7

0960-A-03 T 22.25/8

0964 T 22.35/3

0964 T 22.35/5

0964 T 22.35/5-2:

0964 T 22.35/5-3:

0964 T 22.35/6:

0964 T 22.35/7

0964 T 22.35/8: .

0964-B T 22.44:

0964-B T 22.44/2

0964-B T 22.44/3

0964-B T 22.51/2

0964-C T 22.35/4

0968-H-06 J 29.9/2:

0968-H-06 J 29.9/3:

0968-H-06 J 29.9/4:

0968-H-06 J 29.9/6:

Smithsonian Folklife Studies P
Annual Report. American Historical Association A
General Publications. National Musetmi of American Art .... PA
General Publications. National Gallery of Art PA
Handbooks, Manuals, Guides PA
General Publications. National Museum of American History/

National Museum of Natural History PA
Handbooks, Manuals, Guides PA
General Publications. National Air &. Space Museum PA
General Publications. National Portrait Gallery PA
General Publications. Hirshhom Museum &, Sculpture Garden . PA
General Publications. Freer Gallery of Art PA
General Publications. National Museum of African Art PA
Annual Report, Treasury Executive Instimte PA
Semiannual Report to the Congress. Office of Inspector General PA
Facts about U.S. Money P
Treasury Bulletin PAL
Customs Bulletin (bound volumes) L
U.S. Govermnent Annual Report PA
U.S. Government Aimual Report, Appendix A
Coast Guard Academy: Catalog P
Coast Guard Academy Bulletin of Information P
Merchant Vessels of U.S P
Customs Btilletin L
Importmg Into the U.S P

Annual Report. Internal Revenue Service AL
General Publications. Internal Revenue Service PL
Cumulative List of Organizations PL
Package X, Informational Copies of Federal Tax Forms .... PL
Projections, Number of Returns to Be Filed PL
Special Enrollment Examination PL
Reproducible Federal Tax Forms for Use in Libraries PAL
Internal Revenue Bulletin L
Internal Revenue Cumulative Bulletins PL
Index-Digest Supplement System: Service 1, Income Tax L
Index-Digest Supplement System: Service 2, Estate & Gift Tax . L
Index-Digest Supplement System: Service 3, Employment Tax . L
Index-Digest Supplement System: Service 4, Excise Taxes .... L
Statistics of Income (Preliminary) A
Statistics of Income, Corporation Income Tax Returns A
Corporation Income Tax Returns, Soiurce Book A
Source Book Sole Proprietorship Returns A
Partnership Returns A
Statistics of Income, Corporation Income Tax Returns

Documentation Guide A
Individual Income Tax Returns A
Your Federal Income Tax PAL
Tax Information, IRS Publications PAL
Catalog &. Index to Taxpayer Information Publications .... PAL
Tax Practitioner Reproducible Kit PAL
SOI (Statistics of Income) Bulletin A
Criminal Victimization in the U.S PAL
Supplements to the State Court Model Statistical Dictionary . PAL
Prosecution of Felony Arrests PAL
Sourcebook of Criminal Justice Statistics PAL
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0968-H-09 J 26.14: Criminal Justice Perspectives P
0968-H-12 J 29.9/8: Criminal Justice Information Policy L
0968-H-12 J 29.10: Privacy & Security of Criminal History Information L
0968-H-12 J 29.11/13: National Corrections Reporting Program L
0968-H-13 J 29.11: Bureau of Justice Statistics Bulletin PAL
0968-H-13 J 29.11/2: Justice Expenditure & Employment PAL
0968-H-13 J 29.11/2-2: Justice Expenditure & Employment Extracts PAL
0968-H-13 J 29.11/2-3: Justice Expendimre & Employment in the U.S PAL
0968-H-13 J 29.11/3: Capital Punishment PAL
0968-H-13 J 29.11/4: Telephone Contracts PAL
0968-H-13 J 29.11/5: Jaillnmates PAL
0968-H-13 J 29.11/6: Probation & Parole PAL
0968-H-13 J 29.11/7: Prisoners PAL
0968-H-13 J 29.11/8: Crime in the Nation's Households PAL
0968-H-13 J 29.11/9: Tracking Offenders PAL
0968-H-13 J 29.11/10: Criminal Victimization PAL
0968-H-13 J 29.11/11: Felony Sentences in State Courts PAL
0968-H-13 J 29.11/14: Pretrial Release of Felony Defendants PAL
0968-H-13 J 29.11/15: Prosecutors in State Courts PL
0968-H-15 J 28.11: Bibliographies & Lists of Publications. NU A
0968-H-16 J 29.13: Justice Statistics Bureau, Special Reports A
0968-H-16 J 29.13/2: Profile of Jail Inmates A
0968-H-16 J 29.13/3: Drugs and Jail Inmates A
0968-H-16 J 29.20: Compendium of Federal Justice Statistics A
0968-H-24 J 29.17: Correctional Populations in the U.S PL
0968-H-25 J 29.18: Felony Laws of the Fifty States & the District of Columbia . . PL
0970-A T 63.210: Tables of Redemption Values for U.S. Savings Notes P

0970-A-01 T 63.209/5: Tables of Redemption Values for $25 Series Bonds P

0970-A-Ol T 63.209/5-2: Tables of Redemption Values for $50 Series EE & $25 Series E
Savings Bonds P

0970-A-02 T 63.209/7: Tables of Redemption Value for U.S. Savings Bonds, Series EE . P

0970-A-03 T 63.209/6: Tables of Redemption Values for U.S. Savings Bonds, Series E . P
0971-B-Ol T 70.14: State Laws & Published Ordinances. Alcohol, Tobacco &

Firearms Bureau P

0977 ITC 1.1: Annual Report. International Trade Commission AL
0980-J ITC 1.29: International Economic Review A
0980-J ITC 1.29/2: International Economic Review, Special Edition, Chartbook ... A
0982-B-02 ITC 1.10: Harmonized Tariff Schedules P

0982-C TD 1.1: Annual Report. Transportation Dept A
0982-D-02 TD 8.9/2: Safety Related Recall Campaigns for Motor Vehicle & Motor

Vehicle Equipment, Including Tires P

0982-D-O9 TD 8.14/3: Consumer Affairs Fact Sheets P

0982-D-24 TD 8.30: Fact Book P

0982-D-28 TD 8,5/3: Driver Licensing Laws Annotated L
0982-G-36 TD 2.60: Cost of Owning & Operating Automobiles & Vans PA
0982-1-04 TD 1.122: Decisions. National Transportation Safety Board L
0982-K-Ol TD 10.9: National Transportation Statistics, Annual Report A
0983-A-07 VA 1.62: Directory of Veterans Service Organizations P

0983-A-09 VA 1.23/5: Agent Orange Review PA
0985-H VA 1.2/10: Data on Vietnam Era Veterans P

0988 VA 1.19: Pamphlets P

0991-A (P) or

0991-B (CD) Y 1.2/5: United States Code PAL
0992 Y 4.P 93/1:1/ Congressional Directory. Joint Committee on Printing PAL
0993-A (MF)* XX 1.1:: Congressional Record (Bound) PAL
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0993-B (P) or

0993-C (MF)* XX: 1.1 Congressional Record (Bound), Index & Daily Digest PAL
0994-B (P) or

0994-C (MF)* X/A: PAL
0996-B (MF) or

0996-C (P) Y 1.1/2: Serial Set (House & Senate Documents, Including Senate

Treaty Documents) (dividers) AL
0996-A (P) or

0996-B (MF)* Y 1.1/3: AL
0996-A (P) or

0996-B (MF)* Y 1.1/4: AL
0996-A (P) or

0996-B (MF)* Y 1.1/7: AL
0997 Y 4.EC 7: EC 7 Economic Indicators Joint Economic Committee PA
0998 Y 1.2: General Publications House of Representatives AL
0998 Y 1.2/6: List of Standing Committees . . . House of Representatives . . . AL
0998 Y 1.2/7: Telephone Directory AL
0998 Y 1.2/8: Cross-References Within the Internal Revenue Code AL
0998-A Y 1.2/2: Calendar. . . House of Representatives & History of Legislation . L
0998-A-01 Y 1.3: General Publications. Senate AL
0998-A-01 Y 1.3/9: List of Standing Committees. Senate AL
1000-B (P) or

1000-C (MF) * Y 4.EC 7: Hearings, Prints & Miscellaneous Publications. Joint Economic

Committee A
1000-B (P) or •

1000-C (MF) * Y 4.EC 7/10: Committee Publications & Policies Governing Their Distribution A
1000-B (P) or

1000-C (MF) * Y 4.EC 7/11: Analysis of the Cmrent Services Budget Contained in the

President's Budget for Fiscal Year A
1002-A (P) or

1002-B (MF)* Y 4.T 19/4: Hearings, Prints, & Miscellaneous Publications. Joint Committee

on Taxation AL
1002-A (P) or

1002-B (MF)* Y 4.T 19/4-10: Estimates of Federal Tax Expenditures for Fiscal Year AL
1003-A (P) or

1003-B (MF)* Y 4.L 61/2: Hearings, Prints, & Miscellaneous Publications. Joint Committee

on the Library A
1004-C (P) or

1004-D (MF)* Y 4.P 93/1: Hearings, Prints, & Miscellaneous Publications. Joint Committee

A
1004-E Y4.P 93/1-10: U.S. Goverrmient Depository Libraries Directory PAL
1005-A Y 10.9: Background Papers. Congressional Budget Office A
1005-C Y 10.2: General Publications. Congressional Budget Office A
1005-D Y 10.11 Technical Analysis Papers A
1005-E Y 10.12 A
1005-E Y 10.18 Sequestration Report for Fiscal Year: A Summary A
1005-E Y 10.20 A
1005-F Y 10.13 Report to the Senate & House Committees on the Budget . A
1005-F Y 10.17 Economic & Budget Outlook: an Update A
1005-G Y 10.14 List of Publications. CBO A
1005-H Y 10.15 Bibliographies & Lists of Publications. CBO A
1005-K Y 10.19

; 1

Analysis of the President's Budgetary Proposals for Fiscal Year . A
1006-A Y 1.4/1 Senate Bills AL
1006-A Y 1.4/2 Senate Resolutions AL
1006-A Y 1.4/3 AL
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1006-A

1006-A

1006-A

1006-A

1006-A

1006-A

1008-C (P) or

1008-D (MF)*

1008-C (P) or

1008-D (MF)*

1008-C (P) or

1008-D (MF)*

1008-D (MF)* or

1008-E (P)

1009-B-Ol (P) or

1009-C-Ol (MF)*

1009-B-02 (P) or

1009-C-02 (MF)*

1009-B-02

1009-C-02

1009-B-02

1009-C-02

1009-B-02

1009-C-02

1009-B-04

1009-C-04

(P)or

(MF)*

(P)or

(MF)*

(P)or

(MF)*

(P)or

(MF)*

1009-B-05 (P) or

1009-C-05 (MF)*

1009-B-06 (P) or

1009-C-06 (MF)*

1009-B-06 (P) or

1009-C-06 (MF)*

1009-B-07 (P) or

1009-C-07 (MF)*

1009-B-08 (P) or

1009-C-08 (MF)*

1009-B-08 (P) or

1009-C-08 (MF)*

1009-B-lO (P) or

1009-C-lO (MF)*

1009-B-11 (P) or

1009-C-11 (MF)*

1009-B-ll (P) or

1009-C-ll (MF)*

1010-A (P) or

Y 1.4/4: Senate Concurrent Resolutions AL
Y 1.4/5: Senate Printed Amendments AL
Y 1.4/6: House Bills AL
Y 1.4/7: House Resolutions AL
Y 1.4/8: House Joint Resolutions AL
Y 1.4/9: House Concurrent Resolutions AL

Y 1.1/5: Senate Reports AL

Y 1.1/6: Senate Executive Reports AL

Y 1.1/8: House Reports AL

Y 1.1/2: Serial Set (dividers) AL

Y 4.AG 4: Hearings, Prints, & Miscellaneous Publications. Special

Committee on Aging (Senate) A

Y 4.AG 4/2: Hearings, Prints, & Miscellaneous Publications. Select

Committee on Aging (House) A

Y 4.AG 4/2-10: Activities of the Aging Committee A

Y 4.AG 4/2-11: Federal Income Tax Guide for Older Americans A

Y 4.AG 4/2-12: Rules of Procedure A

Y 4.ET 3/4: Hearings, Prints, «& Miscellaneous Publications. Select Committee

on Ethics (Senate) AL

Y 4.IN 2/11: Hearings, Prints, & Miscellaneous Publications. Select Committee

on Indian Affairs (Senate) A

Y 4.IN 8/18: Hearings, Prints, & Miscellaneous Publications. Select Committee

on Intelligence (House) A

Y 4.IN 8/18-10: Rules of Procedure... Permanent Select Conmiittee on Intelligence A

Y 4.IN 8/19: Hearings, Prints, & Miscellaneous Publications. Select Committee

on Intelligence (Senate) A

Y 4.N 16: Hearings, Prints, & Miscellaneous Publications. Select Committee

on Narcotics Abuse & Control (House) A

Y 4.N 16/10: Rules A

Y 4.C 43/2: Hearings, Prints, «fe Miscellaneous Publications. Select Committee

on Children, Youth, & Families (House) . A

Y 4.H 89: Hearings, Prints, & Miscellaneous Publications. Select Committee

on Hunger (House) A

Y 4.H 89/10: Rules A
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1010-B (MF)* Y 4.AG 8/1: Hearings, Prints, & Miscellaneous Publications. Committee on

Agriculture (House) A
10 10-A (P) or

1010-B (MF)* Y 4.AG 8/1-11: Rules of the Committee on Agriculture A
1010-A (P) or

1010-B (MF)* Y 4.AG 8/1-12: Legislative Calendar, Committee on Agriculture A
1011 (P) or

101 1-A (MF)* Y 4.AP 6/1: Hearings, Prints, &. Miscellaneous Publications. Committee on

Appropriations (House) A
1012-A (P) or

1012-B (MF)* Y 4.AR 5/2: Hearings, Prints, & Miscellaneous Publications. Committee on

Armed Services (House) A
1012-A (P) or

1012-B (MF)* Y 4 AR 5/2 A: Committee on Armed Services: Papers A
1012-A (P) or

1012-B (MF)* Y 4.AR 5/2-12: Laws A
1012-A (P) or

1012-B (MF)* Y 4.AR 5/2-13: Report of the Activities of the Committee on Armed Services . . A
1012-A (P) or

1012-B (MF)* Y 4.AR 5/2-15: Committee Rules & Rules for Investigative Hearings Conducted

by Subcommittees of the Committee on Armed Services A
1012-A (P) or

1012-B (MF)* Y 4.AR 5/2-16: Review of Arms Control & Disarmament Activities A
1012-A (P) or

1012-B (MF)* Y 4.AR 5/2-17: Legislative Calendar A
1013-A (P) or

1013-B (MF)* Y 4.B 22/1: Hearings, Prints, & Miscellaneous Publications. Committee on

Banking, Finance & Urban Affairs (House) A
1013-A (P) or

1013-B (MF)* Y 4.B 22/1-10: Legislative Calendar A
1014-A (P) or

1014-B (MF)* Y 4.D 63/1: Hearings, Prints, & Miscellaneous Publications. Conmiittee on

District of Columbia (House) A
1014-A (P) or

1014-B (MF)* Y 4.D 63/1-10: Legislative Calendar A
1014-A (P) or

1014-B (MF)* Y 4.D 63/1-11: Rules A
1015-A (P) or

1015-B (MF)* Y 4.ED 8/1: Hearings, Prints, & Miscellaneous Publications. Committee on

Education & Labor (House) AL
1015-A (P) or

1015-B (MF)* Y 4 ED 8/1-10: Legislative Calendar AL
1015-A (P) or

1015-B (MF)* Y 4.ED 8/1-11: Views & Estimates of the Committee on Education & Labor

Together with... Views on the Budget for the U.S. Government. .. AL
1015-A (P) or

1015-B (MF)* Y 4.ED 8/1-12- A Compilation of Federal Education Laws AL
1016-A(P) or

1016-B (MF)* Y 4.G 74/7: Hearings, Prints, & Miscellaneous Publications. Committee on

Government Operations (House) A
1016-A(P) or

1016-B (MF)* Y 4.G 74/7-10: Rules of the Committee on Government Operations A
1016-A(P) or

1016-B (MF)* Y4.G 74/7-11: Legislative Calendar A
1016-A(P) or
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1016-B (MF)* Y4.G 74/7-12: Interim Report of the Activities A
1017-A (P) or

1017-B (MF)* Y 4.F 76/1: Hearings, Prints, & Miscellaneous Publications. Committee on
Foreign Affairs (House) A

1017-A (P) or

1017-B (MF)* Y4.F 76/1-11: Meeting of the Canada-U.S. Interparliamentary Group A
1017-A (P) or

1017-B (MF)* Y 4.F 76/1-12: Science, Technology, & American Diplomacy A
1017-A (P) or

1017-B (MF)* Y 4 F 76/1-13: Congress & Foreign Policy . . A
1017-A (P) or

1017-B (MF)* Y 4.F 76/1-15: Country Reports on Human Rights Practices A
1017-A (P) or

1017-B (MF)* Y 4.F 76/1-16: U.S. Arms Control &. Disarmament Agency, Annual Report ... A
1017-A (P) or

1017-B (MF)* Y 4.F 76/1-17: Legislative Calendar A
1017-A (P) or

1017-B (MF)* Y4.F 76/1-18: Rules A
1017-A (P) or

1017-B (MF)* Y4.F 76/1-19: List of Content of Bound Volumes A
1018-A (P) or

1018-B (MF)* Y 4.H 81/3: Hearings, Prints, «& Miscellaneous Publications. Committee on

House Administration (House) A
1018-A (P) or

1018-B (MF)* Y 4.H 81/3-10: Rules of Procedure of the Conmiittee on House Administration . A
1018-A (P) or

1018-B (MF)* Y4.H 81/3-11: Calendar of Business A
1019-A (P) or

1019-B (MF)* Y 4.EN 2/3: Hearings, Prints, &. Miscellaneous Publications. Committee on

Energy & Commerce (House) A
1019-A (P) or

1019-B (MF)* Y4.EN 2/3-10: Legislative Calendar A
1019-A (P) or

1019-B (MF)* Y4.EN 2/3-11: Rules A
1019-A (P) or

1019-B (MF)* Y 4.EN 2/3-12: Subconraiittee on Oversight & Investigations of the Committee on

Energy & Commerce A
1020-A (P) or

1020-B (MF)* Y 4.J 89/1: Hearings, Prints, & Miscellaneous Publications. Committee on

Judiciary (House) AL
1020-A (P) or

1020-B (MF)* Y 4.J 89/1-10: Federal Rules of Appellate Procedure with Forms AL
1020-A (P) or

1020-B (MF)* Y 4.J 89/1-11: Rules of Civil Procedure for the U.S. District Courts AL
1020-A (P) or

1020-B (MF)* Y 4.J 89/1-12: Rules of Criminal Procedure for die U.S. District Courts . . . . AL
1020-A (P) or

1020-B (MF)* Y 4.J 89/1-13: Federal Rules of Evidence AL
1020-A (P) or

1020-B (MF)* Y 4.J 89/1-14: Index to Reports on Private & Public Joint & Resolutions

Favorably Reported by the Committee in the ~th Congress

Showing Their Status as of the Date of Final Adjournment . . . AL
1020-A (P) or

1020-B (MF)* Y4.J 89/1-15: Rules of Procedure AL
1020-A (P) or
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1020-B (MF)* Y 4.J 89/1-16: Legislative Calendar AL
102 1-B (P) or

1021-C (MF)* Y 4.M 53: Hearings, Prints, & Miscellaneous Publications. Committee

on Merchant Marine & Fisheries (House) A
102 1-B (P) or

1021-C (MF)* Y 4.M 53/11: Rules. Committee on Merchant Marine & Fisheries (House) ... A
1021-B (P) or

1021-C (MF)* Y 4.M 53/12: Legislative Calendar A
1022-B (P) or

1022-C (MF)* Y 4.P 84/10: Hearings, Prmts, & Miscellaneous Publications. Committee on

Post Office & Civil Service (Hoxise) A
1022-B (P) or

1022-C (MF)* Y 4.P 84/10=11: Annual Report of the Federal Labor Relations Authority A
1022-B (P) or

1022-C (MF)* Y 4.P 84/10-12: Federal Prevailing Rate Advisory Committee A
1022-B (P) or

1022-C (MF)* Y 4.P 84/10-13: Legislative Calendar A
1022-B (P) or

1022-C (MF)* Y 4.P 84/10-14: Rules of House Committee on Post Office & Civil Service .... A
1022-B (P) or

1022-C (MF)* Y 4.P 84/10-15: Current Salary Schedules of Federal Officers & Employees .... A
1023-A (P) or

1023-B (MF)* Y 4.IN 8/14: Hearings, Prints, & Miscellaneous Publications. Committee on

Interior & Insular Affairs (House) A
1023-A (P) or

1023-B (MF)* Y 4.IN 8/14-11: Report to the Committee on die Budget Views & Estimates of the

Committee on Interior & Insular Affairs A
1023-A (P) or

1023-B (MF)* Y 4.IN 8/14-12: Legislative Calendar A
1023-A (P) or

1023-B (MF)* Y 4.IN 8/14-13: Rules for the Committee on Interior & Insular Affairs A
1024-A (P) or

1024-B (MF)* Y 4.P 96/11: Hearings, Prints, & Miscellaneous Publications. Committee on

Public Works & Transportation A
1024-A (P) or

1024-B (MF)* Y4.P 96/11-11: Legislative Calendar A
1024-A (P) or

1024-B (MF)* Y 4.P 96/11-10: Committee Rules (House) A
1025-A-01 (P) or

1025-A-02 (MF)* Y 4.SCI 2: Hearings, Prints, & Miscellaneous Publications. Committee on

Science & Technology (House) A
1025-A-Ol (P) or

1025-A-02 (MF)* Y4.SCI2/11: Legislative Calendar A
1025-A-Ol (P) or

1025-A-02 (MF)* Y 4.SCI 2/12: Rules Governing Procedure of the Committee on Science, Space,

and Technology A
1025-B-Ol (P) or

1025-B-02 (MF)* Y 4.ST 2/3: Hearings, Prints, & Miscellaneous Publications. Committee on

Standards of Official Conduct (House) AL
1025-B-Ol (P) or

1025-B-02 (MF)* Y 4.ST 2/3-10: Code of Official Conduct AL
1025-B-Ol (P) or

1025-B-02 (MF)* Y 4.ST 2/3-11: Rules of Procedure AL
1025-C (P) or
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1025-D (MF)* Y 4.R 86/1:

1025-C (P) or

1025-D (MF)* Y 4.R 86/1-10:

1025-C (P) or

1025-D (MF)* Y4.R 86/1-11:

1025-C (P) or

1025-D (MF)* Y 4.R 86/1-12:

1027-A (P) or

1027-B (MF)* Y 4.V 64/3:

1027-A (P) or

1027-B (MF)* Y 4.V 64/3-10:

1027-A (P) or

1027-B (MF)* Y4.V 64/3-11:

1027-A (P) or

1027-B (MF)* Y 4.V 64/3-12:

1028-A (P) or

1028-B (MF)* Y 4.W 36:

1028-A (P) or

1028-B (MF)* Y4.W 36:10

1028-A (P) or

1028-B (MF)* Y 4.W 36:10-3/

1028-A (P) or

1028-B (MF)* Y 4.W 36:10-4/

1028-A (P) or

1028-B (MF)*
XT' 4 T¥ r ^ ^ f\ CIY 4.W 36:10-5/

1028-A (P) or

1028-B (MF)* Y4.W 36:10-6/

1030-A (P) or

1030-B (MF)* XJH:
1031-A (P) or

103 1-B (MF)* Y 4.SM 1:

103 1-A (P) or

103 1-B (MF)* Y4.SM 1:11

103 1-A (P) or

103 1-B (MF)*
XT A Oft #14 /\Y 4.SM 1:10

1032-C (P) or

1032-D (MF)* Y 4.AG 8/3:

1033 (P) or

1033-A (MF)* Y 4.AP 6/2:

1034-A (P) or

1034-B (MF)* Y 4.AR 5/3:

1035-A-Ol (P) or

1035-A-02 (MF)* Y 4.B 85/2:

1035-B-Ol (P) or

Hearings, Prints, &. Miscellaneous Publications. Committee on

Rules (House) A

Rules A

Legislative Calendar A

Rules Adopted by the Conmiittee of the House of Representatives A

Hearings, Prints, & Miscellaneous Publications. Committee on

Veterans' Affairs (House) A

Report to the Committee on the Budget from the Committee on

Veterans' Affairs A

Legislative Calendar A

Rules of Procedure A

Hearings, Prints, & Miscellaneous Publications. Committee on

Ways & Means (House) A

Legislative Calendar A

Compilation of the Social Security Laws A

Backgroimd Material & Data on Programs within the Jurisdiction

of the Committee on Ways & Means A

Manual of Rules A

Legislative Record A

House Joimial. Congress AL

Hearings, Prints, & Miscellaneous Publications. Committee on

Small Business (House) A

Legislative Calendar A

Rules of the Committee on Small Business A

Hearings, Prints, 8c Miscellaneous Publications. Committee on

Agriculture, Nutrition, & Forestry A

Hearings, Prints, & Miscellaneous Publications. Committee on

Appropriations (Senate) A

Hearings, Prints, & Miscellaneous Publications. Conmiittee on

Armed Services (Senate) A

Hearings, Prints, & Miscellaneous Publications. Conmiittee on

Budget (Senate) A
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1035-B-02 (MF)* Y 4.B 85/3: Hearings, Prints, & Miscellaneous Publications. Committee on

Budget (House) A
1035-B-Ol (P) or

1035-B-02 (MF)* Y 4.B 85/3-10: Rules of Procedure A
1035-B-Ol (P) or

1035-B-02 (MF)* Y 4.B 85/3-1 1 : Views & Estimates of Committees of the House. . . on the

Congressional Budget for Fiscal Year A
1035-B-Ol (P) or

1035-B-02 (MF)* Y 4. B 85/3-12: Legislative Calendar A
1035-C (P) or

1035-D (MF)* Y 4.B 22/3: Hearings, Prints, «& Miscellaneous Publications. Committee on

Banking, Housing, & Urban Affairs (Senate) A
1037-B (P) or _
1037-C (MF)* Y 4,G 74/9: Hearings, Prints, & Miscellaneous Publications. Committee on

Governmental Affairs (Senate) A
1037-B (P) or

1037-C (MF)* Y 4.0 74/9-10: Organization of Federal Executive Departments & Agencies ... A
1037-B (P) or

1037-C (MF)* Y 4.0 74/9-11: Proliferation Watch A
1038-A (P) or

1038-B (MF)* Y 4.F 49: Hearings, Prints, & Miscellaneous Publications. Committee on

Finance (Senate) A
1039-A (P) or

1039-B (MF)* Y 4.F 76/2: Hearings, Prints, & Miscellaneous Publications. Committee on

Foreign Relations (Senate) A
1039-A (P) or

1039-B (MF)* Y 4.F 76/2-10: Legislation on Foreign Relations A
1039-A (P) or

1039-B (MF)* Y4.F 76/2-11: Fiscal Year...Arms Controllmpact Statements A
1040-A (P) or

1040-B (MF)* Y 4.EN 2: Hearings, Prints, & Miscellaneous Publications. Energy & Natural

Resources Committee (Senate) A
1041-A (P) or

1041-B (MF)* Y 4.C 73/7: Hearings, Prints, & Miscellaneous Publications. Committee on

Commerce, Science & Transportation (Senate) A
1042-A(P)or
1042-B (MF)* Y 4.J 89/2: Hearings, Prints, & Miscellaneous Publications. Committee on

Judiciary (Senate) AL
1042-A (P) or

1042-B (MF)* Y 4.J 89/2-10: Rules of Procedure AL
1043-A (P) or

1043-B (MF)* Y 4.L 11/4: Hearings, Prints, & Miscellaneous Publications. Committee on

Labor & Human Resources (Senate) A
1045-A (P) or

1045-B (MF)* Y 4.P 96/10: Hearings, Prints, & Miscellaneous Publications. Committee on

Environment & Public Works (Senate) A
1046-A-01 (P) or

1046-A-02 (MF)* Y 4.V 64/4: Hearings, Prints, & Miscellaneous Publications. Committee on

Veterans' Affairs (Senate) . A
1046-B (P) or

1046-C (MF)* Y 4.R 86/2: Hearings, Prmts, &. Miscellaneous Publications. Committee on

Rules & Administration (Senate) A
1047-A (P) or

1047-B (MF)* XJS: Senate Journal. Congress AL
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1049-D Y 3.AD 9/8:2 General Publications. Advisory Commission on

Intergovernmental Relations A
1049-D Y 3.AD 9/8:8 Handbooks, Manuals,Guides A
1049-D Y 3.AD 9/8:10 Bibliographies & Lists of Publications A
1049-D Y3.AD 9/8:11 Intergovernmental Perspective A
1049-D Y 3.AD 9/8:17 Changing Public Attitues on Governments and Taxes A
1049-D Y 3.AD 9/8:18/ Significant Features of Fiscal Federalism A
1049-D Y 3 AD 9/8:20/ Catalog of Federal Grant-in-aid Programs to State &. Local

Governments A
1049-G Y 3.AD 6:1 Annual Report. Administrative Conference of U.S L
1049-G-Ol Y 3.AD 6:2 General Publications. Administrative Conference of U.S L
1049-H Y 3.AD 6:9 Recommendations &. Reports of Administrative Conference of U.S. L
1049-H Y 3.AD 6:9-2/ Administrative Conference News L
1049-H Y 3.AD 6:10/ Studies m Administrative Law & Procedure L
1049-H Y 3.AD 6:11/ Resource Papers in Administrative Law L
1049-J (P) or

1049-J (MF)* Y 4.SM 1/2: Hearings, Prints, & Miscellaneous Publications. Committee on

Small Business (Senate) A
1051-J Y 3.N 88.11: N.R.C. Issuances, Opinions & Decisions of the N.R.C. with

Selected Orders L
1051-J-Ol Y3.N 88:11-2/ Nuclear Regulatory Commission Issuances L
1059-A-02 Y3EQ2:18/ EEOC Decisions, Federal Sector L
1059-A-02 Y3.EQ 2:18-2/ Indexes... EEOC Decisions L
1059-A-02 Y3.EQ 2:18-3/ Related Publications EEOC L
1059-A-02 Y3.EQ 2:18-4/ Equal Employment Opportunity / CFR Title 29 L
1059-A-02 Y 3.EQ 2:18-4/ Equal Employment Opportunity Management

Directives/Bulletins L
1061-F Y3.L61:1 Annual Report. NCLIS PAL
1061-F Y3.L61:2 General Publications. NCLIS PAL
1061-G-Ol Y 3.F 31/21-3:2 General Publications. Federal Labor Relations Authority L
1061-G-Ol Y 3.F 31/21-3:9/CAS Report of Case Decisions L
1061-G-Ol Y 3.F 31/21-3:9-3/ Administrative Law Judge Decisions L
1061-G-Ol Y 3.F 31/21-3:9-4/ Citator L
1061-G-Ol Y 3.F 31/21-3:9-5/ Federal Register Proposed Amendments L
1061-G-Ol Y 3.F 31/21-3:10-4/ Decisions of the Federal Labor Relations Authority L
1061-G-Ol Y 3.F 31/21-3:13 Regulations, Rules, Instructions L
1061-G-Ol Y 3.F 31/21-3:14/ Information Announcement L
1061-G-Ol Y 3.F 31/21-3:14-3/ FSIP Releases L
1061-G-Ol Y 3.F 31/21-3:14-11/ Case Information Sheets L
1061-G-06 Y 3.F 31/21-3:10/ Supplemental Digest & Index of Published Decisions L
1061-G-06 Y 3.F 31/21-3:10-2/ Decisions & Reports on Rulings of Assistant Secretary of Labor

for Labor Management Relations L
1061-H-Ol Y 3,M 66:9/ Decisions. Federal Mine Safety & Health Review Commission . . L
1061-H-02 Y 3.M 66:9-2/ Federal Mine Safety & Health Review Cumulative Index L
1061-K-Ol Y3.R 31/2:1/ Resolution Trust Corporation Annual Report PL
1061-K-Ol Y3.R 31/2:15 Real Estate Asset Inventory PL
1061-K-Ol Y3.R 31/2:16 SUver Lming PL
1061-K-Ol Y3.R 31/2:17 RTC Review PL
1062-C Y 3.C 76/3:2 General Publications. Consumer Product Safety Commission . . P

1062-C-05 Y 3.C 76/3:1 Annual Report. Consumer Product Safety Conmiission PL
1062-C-07 Y3.C 76/3:11/ Fact Sheets P

1062-C-15 Y 3.C 76/3:11-3/ Alert Sheets P
1062-H Y 3.F 31/21-3:1/ Annual Report. Federal Labor Relations Authority L
1063-K Y3.P31: Electronic Products. U.S. Institute of Peace A
1063-K-Ol Y3.P31:1 Biennial Report A
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1063-K-02 Y3.P31:2 General Publications A
1063-K-02 Y 3.P 31:10 Directories A
1063-K-04 Y3.P31:4 The Essay A
1063-K-05 Y3.P31:8 Handbooks, Manuals,Guides A
1063-K-05 Y 3.P 31:17 Bibliographies A
1063-K-07 Y3.P 31:15 Journal A
1063-K-08 Y 3.P 31:16 IN Brief A
1070-K-Ol Y 3.H 74:2 General Publications. U.S. Holocaust Memorial Council .... PA
1070-K-Ol Y 3.H 74:8 Handbooks, Manuals, Guides PA
1070-K-Ol Y 3.H 74:9 Posters PA
1070-K-Ol Y3.H 74:11/ Directories PA
1070-K-Ol Y 3.H 74:13 Bibliographies & Lists of Publications PA
1070-L Y3.0C1: Reports & Publications. Occupational Safety «fc Health Review

Commission Center

1070-L-Ol Y3.0C1:6 Rules, Regulations, Instructions L
1070-L-Ol Y 3.OC 1:10-2/ Occupational Safety & Health Review Commission Decisions .. L
1070-M Y 3.7 22/2:1 Annual Report. Technology Assessment Office A
1070-M Y 3.T 22/2:2 General Publications. Technology Assessment Office A
1075 Y 3.SE 4:10-2 Handbooks, Manuals, Guides. Selective Service System .... PA
1076 Y3.SE4:1 Report to Director A
1077-C Y3.SE4:25 Draft Information Series PA
1089-C (P) or

1089-D (MP)* Y 4.SE 2: Hearings, Prints, & Miscellaneous Publications. Commission on

Security & Cooperation in Europe A
1089-C (P) or

1089-D (MF)* Y 4.SE 2/10: Annual Report. Commission on Security & Cooperation in Europe A
1089-C (P) or

1089-D (MP)* Y4.SE2/11: CSCE Digest A
1089-J Y 3.H 62/4:2 General Publications. White House Historical Association ... PA
1089-J Y 3.H 62/4:8 Handbooks, Manuals, Guides PA
1091-A Y 3.EL 2/3:1/ Annual Report. Pederal Election Commission AL
1091 -A Y 3.EL 2/3:2 General Publications AL
1091-A Y 3.EL 2/3:2-10/ Campaign Finance Law AL
1091-A Y 3.EL 2/3:5 Federal Election Campaign Laws AL
1091-A Y 3.EL 2/3:6 Regulations, Rules & Instructions AL
1091-A Y 3.EL 2/3:8 Handbooks, Manuals, & Guides AL
1091-A Y 3.EL 2/3:11/ Federal Election Commission Record AL
1091-A Y 3.EL 2/3:13 Campaign Guide AL
1091-A Y3.EL 2/3:14/ Election Directory AL
1091-A Y 3.EL 2/3:14/2 Combined Federal/State Disclosure Directory AL
1091-A Y 3.EL 2/3:15/ PEC Reports on Financial Activity AL
1091-A Y 3.EL 2/3:16/ Federal Elections AL
1091-A Y 3.EL 2/3:18 Innovations m Election Administration AL
1093 J 24.22: Narcotics Intelligence Estimate A
1094 Y3.SE5:1 Annual Report. U.S. Sentencing Commission L
1094 Y3.SE5:2 General Publications L
1094 Y 3.SE 5:8 Handbooks, Manuals, & Guides L
1094-A ^ Y3.SE5/3:1 Annual Report. National Advisory Committee on

Semiconductors L
1094-A Y 3.SE 5/3:2 General Publications. National Advisory Committee on

Semiconductors L

* No format suggested. Format selected should be determined by user needs and space constraints of selecting

library. Libraries may choose only one of the two item numbers, not both.
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Maps Available for Selection

Item Class Title

0080-G A 13 28- \4^5inQ ariH r^ViQrtc {T^nrf^cf ^^r\r\r*e^\ivia|Jo aiiu ^ruiCal oCiVlwC/

0080-H A 1.32: Posters iiTiH Mjin^ rAariniltiirp DpnaTimpnt^

0102-B-nos A 57.38: Soil Survev Rennrt<i

0121-F A 57 68- iVXa.|Jo allU X UoLCio ^OUli V^UlioCI ValiUll OCIViCC^

0130-J C 46.17: Maps, Charts, qualified areas. (Economic Development

Administration)

0140-B C 3.62/5: Congressional District Atlas

0140-B-02\J L XJ V/^ C 3.62/6: State-County Subdivision Maps
0142-H\/X*T^ XX C 59.15: Maps (Economic Analysis Bureau)

C 3.62/4: United States Maps, GE-50 Series (Census Bureau)

0146-K C 3.62/8: United States Maps, GE-70 Series

014fi-K-01 C 3.62/2: Maps (Census Bureau)

014fi-S\J X*T^J O C 3.62/9: County Block Maps [CD-ROM]
C 3.279: TIGER/Line Files [CD-ROM]

01Q1-R-01V/ X 7 X XJ \J X C 55.418:1/ Nautical Chart Catalog 1, United States Atlantic and Gulf

Coasts

0191-B-02 C 55.418:2/ Nautical Chart Catalog 2, United States Pacific Coast

0191-B-03\J X ^ X XJ \J >J C 55.418:3/ Nautical Chart Catalog 3, United States Alaska

0191-B-04\J X ^ X XJ \yi C 55.418:4/ Nautical Chart Catalog 4, United States Great Lakes

\j Ly X "0"^/ / C 55.409/2: Dates of Latest Editions, Nautical Charts and Miscellaneous

Maps
0191-B-13V/ X ^ X XJ XmJ C 55.418/7 Charts (listed in) Nautical Chart Catalog 1

\J xy X D Xt C 55.418/7 Charts (listed in) Nautical Chart Catalog 2

\J ly X D X

o

C 55.418/7 Charts (listed in) Nautical Chart Catalog 3

0191-B-16\y X ^ X xJ x\j C 55.418/7 Charts (listed in) Nautical Chart Catalog 4

0191-B-17\J X^ X XJ X / C 55.418/7 Maps (listed in) Bathymetric Mapping Products Catalog 5,

United States Bathymetric and Fishing Maps

C 55.418:5/ Bathymetric Mapping Products Catalog 5, United States

Bathymetric and Fishing Maps

C 55.411: U.S. Terminal Procedures

C 55.411/3 Airport Obstruction Charts [OC] Obstruction Data Sheets

[ODS]

C 55.411/3-2: Dates of Latest Editions, Airport Obstruction Charts,

Obstruction Data Sheets

0192-A-03 C 55.416: Supplement Alaska

0192-A-04 C 55.416/2 Airport/Facility Directory

0192-A-05 C 55.416/3 Standard Terminal Arrival [STAR] Charts

0192-A-06 C 55.416/4 Alaska Terminal Charts

0192-A-07 C 55.416/5 Standard Instrument Departure [SID] Charts, Eastern U.S.

0192-A-07 C 55.416/6 Standard Instrument Departure [SID] Charts, Western U.S

0192-A-08 C 55.416/7-2: Flight Case Planning Chart (National Ocean Service)

0192-A-09 C 55.416/8 North Atlantic Route Chart (Scale 1:11,000,000)

0192-A-lO C 55.416/9 North Pacific Oceanic Route Chart (Scale 1:12,000,000)
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01 92-A- 10 C 55 416/9-2-

0192-A- 11 C 55 416/10-

0192-A-12 C 55 416/11-

0192-A-13 C 55.416/12:

0192-A-13 C 55.416/12-6

0192-A-14 C 55 416/12-2

01 92-A-14 C 55 416/12-3

0192-A-14 C 55 M(ilYl-A

0192-A-14 C 55 416/12-5

0192-A-15 C 55 416/13-

0192-A-16 C 55 416/14-

0192-A-17 C 55 416/15-

0192-A-18 C 55 416/15-2

0192-A-19 C 55 416/16-

0192-A-20 C 55 416/16-2

0192-A-22 C 55.427:

0244-A C 13.64:

0250-E-09 C 55.22:

0250-F C 55 22/2-

0273-D-04 C 55 195-

0273-D- 101 -J X^ X \J C 55 624-

0275-F C 55 109-

0275-P C 55.122:

0334-C-Ol D 103 49/3-X-^ X \J^ * ^ / •

0334-C-Ol D 103 49/4-

0337-B-05 D 103 66-XV/i^*V/VF*

0354-A D 109.11:

0378-E-Ol D 5.354:

0378-E-02 D 5 354-

0378-E-03 D 5 354-

0378-E-04 D 5 355-

0378-F-05 D 5 354-

0378-F-Ofi D 5 351/3-

0378-E-07 D 5.355:

0378-E-08 D 5.351/3-2:

0378-E-09 D 5.355:

0378-E-lO D 5.355:

0378-E-ll C 55.440:1/

0378-E-ll C 55.440:2/

0378-E-ll C 55.440:3/

0378-F-1

1

C 55 ddO-A/

0378-E-ll C 55.440:5/

0378-E-ll C 55.440:6/

0378-E-ll C 55.440:7/

North Pacific Oceanic Route Charts (Scale 1:7,000,000)

Sectional Aeronautical Charts (Scale 1:500,000)

Terminal Area Charts (VFR) (Scale 1:250,000)

US Gulf Coast VFR Aeronautical Chart (Scale 1:1,000,000)

Grand Canyon VFR Aeronautical Chart

Los Angeles Helicopter Route Chart (Scale 1:125,000)

New York Helicopter Route Chart (Scale 1:125,000)

Baltimore-Washington Helicopter Route Chart (Scale

1:125,000)

Chicago Helicopter Route Chart (Scale 1:125,000)

World Aeronautical Charts (Scale 1:1,000,000)

Enroute Area Charts (US) Low Altitude

Enroute Low Altitude Charts (Alaska)

Enroute Area Charts (US) Low Altitude

Enroute High Altitude Charts (US)

Enroute High Altitude Charts (Alaska)

Pacific Chart Supplement

Maps, Charts, Posters (National Bureau of Standards)

Atlases (National Oceanic and Atmospheric Administration)

Maps (National Oceanic and Atmospheric Administration)

Daily Weather Maps
Maps and Charts (Environmental Research Laboratories)

Monthly and Seasonal Weather Outlook

Maps and Charts (National Weather Service)

Maps and Posters (Army Corps of Engineers)

Atlases (Army Corps of Engineers)

Navigation Charts of Various Rivers

Maps and Atlases (Military Academy, West Point)

ONC-Operational Navigation Charts

JNC-Jet Navigation Charts

GNC-Global Navigation and Planning Charts

Series 11 05-Area Outline Maps
TPC-Tactical Pilotage Charts

Public Sale Catalog-Topographic Maps & Publications

Series 1209-Europe

Public Sale Catalog-Aeronautical Charts & Publications

Series 1308-Mid-East Briefmg Maps
Series 5211-Arabian Peninsula

Nautical Charts and Publications, Region 1, United States and

Canada

Nautical Charts and Publications, Region 2, Central and South

America and Antarctica

Nautical Charts and Publications, Region 3, Western Europe,

Iceland, Greenland, and the Arctic

Nautical Charts and Publications, Region 4, Scandinavia,

Baltic, and the Former Soviet Union

Nautical Charts and Publications, Region 5, Western Africa

and the Mediterranean

Nautical Charts and Publications, Region 6, Indian Ocean

Nautical Charts and Publications, Region 7, Australia,

Indonesia, New Zealand
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0378-E-ll C 55.440:8/ Nautical Charts and Publications, Region 8, Oceania

0378-E-ll C 55.440:9/ Nautical Charts and Publications, Region 9, East Asia

0378-E-21 D 5.356: Charts (listed in) Nautical Charts and Publications, Region 1,

United States and Canada

0378-E-22 D 5.356: Charts (listed in) Nautical Charts and Publications, Region 2,

Central and South America, Antarctica

0378-E-23 D 5.356: Charts (listed in) Nautical Charts and Publications, Region 3,

Western Europe, Iceland, Greenland and the Arctic

0378-E-24 D 5.356: Charts (listed in) Nautical Charts and Publications, Region 4,

Scandinavia, Baltic, and Soviet Union

0378-E-25 D 5.356: Charts (listed in) Nautical Charts and Publications, Region 5,

Western Africa and Mediterranean

0378-E-26 D 5.356: Charts (listed in) Nautical Charts and Publications, Region 6,

Indian Ocean

0378-E-27 D 5.356: Charts (listed in) Nautical Charts and Publications, Region 7,

Australia, Indonesia, New Zealand

0378-E-28 D 5.356: Charts (listed in) Nautical Charts and Publications, Region 8,

Oceania

0378-E-29 D 5.356: Charts (listed in) Nautical Charts and Publications, Region 9,

East Asia

0378-E-30 D 5.356: General Nautical Charts and International Chart Series

0378-E-31 D 5.356: Great Circle Sailing, Polar, and Tracking Charts

0378-E-32 D 5.356: Omega Plotting Charts

0378-E-33 D 5.356: Loran C Plotting Charts

0378-E-34 D 5.356: Display Plotting Charts

0379-F-04 D 5.355: Series 2201-Africa

0379-F-05 D 5.355: Series 5103-Admmistrative Areas of the USSR
0379-F-06 D 5.355: Series 5104-USSR and Adjacent Areas

0379-F-07 D 5.355: Series 5213-SE Asia Briefing Map
0421-E-09 D 301.76/7: Maps (Air Force)

0429-V-05 E2.15: Maps and Charts (Federal Energy Regulatory Commission)

0430-K-03 E6.10: Maps (Western Area Power Administration)

0431 -J-10 EP 1.99: Maps and Atlases (Environmental Protection Agency)

0438-B E 3.21: Maps and Charts (Energy Information Administration)

0486-P-Ol HE 20.9419: Maps (Indian Health Service)

0611-W-nos. 149.6/7-2: National Wetlands Inventory Maps [MF]

0612 I 49.9: Maps and Charts (Fish and Wildlife Service)

0612-E I 49.6/5: Coast Ecological Inventory

0617 D 5.319: Gazetteers [MF] (Defense Mapping Agency)

0619-G I 19.41/7: List of Geological Survey Geologic & Water-Supply Reports

& Maps (various states)

0619-G-Ol I 19.79: Maps and Posters (Geological Survey)

0619-G-02 I 19.80: National Mapping Program

0619-G-03 I 19.85: C-Coal Investigations

0619-G-04 I 19.87: GP-Geophysical Investigations

0619-G-05 I 19.88: GQ-Geologic Quadrangle Maps

0619-G-06 I 19.89: HA-Hydrologic Investigations Atlases

0619-G-06 I 19.89/2: Hydrologic Unit Map
0619-G-07 I 19.90: MR-Mineral Investigations Resource Maps

0619-G-08 119.91: I-Miscellaneous Geologic Investigations

0619-G-08 I 19.91/2: Circum-Pacific [CP] Map Series

159 Revised November 1993



Appendix B - Maps Available for Selection

0619-G-09 I 19 92:

0619-G-lO I 19 93

0619-G-ll I 19 113:

0619-G-12 I 19 95

0619-G-13 I 19 96

0619-G-14 I 19 97

0619-G-14 I 19 97/2:

0619-G-14 I 19 y 115.

0619-G-16 I 53 11/4:

0619-G-16 I 53 11/4-2:

0619-G-17 I 19 98:
^

0619-G-18 I 19 99:

0619-G-19 I 19 1 r\r\.

0619-G-19 I 19 100/2:

0619-G-19 I 19 lUU/J:

0619-G-19 I 19 100/4:

0619-G-19 I 19 100/5:

0619-G-19 ^

I 19 100/6:

0619-G-21 I 19 1 f\C.106:

0619-G-24 I 19 109:

0619-G-25 I 19 110:

0619-G-26 I 19 Ill/A:

0619-G-27 I 19 112:

0619-G-28 I 19 86:

0619-G-30 I 19 123:

0619-H-nos. I 19 102:

0619-M-nos. I 19 81

0619-M-nos I 19 81/2:

0619-M-nos I 19 41/6-2:

0619-M-nos I 19 41/6-3:

0619-P-nos. I 19 108:

062 1-E I 19 115/4:

0621-J I 19 120:

0621-K I 19 121:

0624-C I 19 70

0624-E I 19 71

0624-E-03 I 70 13

0627-C I 20 47

0629-B I 53 11

0646-B I 29 66

0648-E I 29 88/3:

0650 I 29 21

0651 I 29 6:

0651 I 29 88/6:

0651-A I 29 8:
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OC-Oil and Gas Investigation Charts

OM-Oil and Gas Investigations Maps
MF-Miscellaneous Field Studies Maps
SO-Topographic Mapping

IS-Index to Intermediate Scale Mapping

OT-Index to Orthophotoquad Mapping

DM-Index to USGS/DMA 1:50,000 Scale 15-minute

Quadrangle Mapping

LU-Index to Land Use and Land Cover Maps and Digital Data

BLM Surface Management Status 1:100,000 Scale Maps
ELM Surface and Minerals Management Status 1:100,000

Scale Maps
United States Series of Topographic Maps, Scale 1:250,000

Alaska 1:250,000 Series

Antarctica Topographic Series Scale 1:50,000

Antarctica Topographic Series Scale 1:250,000

Antarctica Topographic Series Scale 1:500,000 with contours

Antarctica Topographic Series Scale 1:500,000 without

contours

Antarctica Topographic Series Scale 1:1,000,000

Antarctica Photomap

National Park Series

Slope Maps
United States 1 : 100,000 Scale Series (Intermediate-Scale

Maps)

Separate Sheets of Selected Thematic and General Reference

Maps from the National Atlas

Land Use and Land Cover and Associated Maps
Gl-Index to Geologic Mapping of the United States

United States Base Maps
State Map Series (Planimetric, Topographic, and Shaded Relief

[various scales]

7.5' Series Quadrangle

1:50,000 Scale Quadrangle

Catalog of Topographic and Other Published Maps
Index to Topographic and other Map Coverage

County Map Series

FGD (Federal Geographic Data) Newsletter

Digital Line Graph [CD-ROM]
Digital Data Series [CD-ROM]
Flood Prone Areas, various cities (Map Folders)

Newsletter (Earth Science Information Center)

Maps (Heritage Conservation and Recreation Service)

Maps and Atlases (Indian Affairs Bureau)

Maps and Folders (Bureau of Land Management)

National Parks and Landmarks

National Historic Trails

National Monuments and Military Parks

National Park Information Circulars

National Historic Parks Information Circulars

Maps (National Park Service)
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T 70 A/7-1 zy.o/z. National Seashores Information Circulars

uoj i-r>-ui T 7Q (^I'X- National Lakeshores Information Circulars

OAS 1 -R-O'? T 70 A/4- iNaiiuiid! Jtvivcra inioriiidiion v^ircuiars

T 7Q fi/^- i^dllUildi OCClllW 1 Idiid XlllUrillallUIl V^irLUiald

Ofi^ 1 -R-fM. T 70 A/A-1 Zj'.D/O. i>idiiuiidi niMUiiL oiic inioiiiiaiion i^ircuiars

T 70 '^0-
i><diiuiidi rvccrcdiiundi /\reds xnioiiiiaiion v^ircuidrs

\J\jKrr \^ T 77 7/4- XVldpo V^DUiCdU Ui XxCddilidllUIiy

Of^'7^-A-()d T 77 17/4- \j\-^o ividpa ^iviiiicidid ividiidgciiiciii ocrvicc^ iviivio ividp ocnco

W /v 1 vJ TD 1A- IVldpd dlxU V-'lldILd ^FCUCIdl XvdlllUdU /AUlIIUlldirdllUIl^

\j 1 DD-r-vJ ividpa diiu r^(jdicrs> i^wccupdiiondi odieiy duu ricdiiii

rViJlllilllMldLlUIl^

T r* ^ 7- vjenerai rUDiicaiions (^iviorary oi L^ongress, Lieograpny ana

IVldp L.'lVlolUll^

nS'^d R 01 141- ividpa diiu rviiasca v^i^diionai ocicncc rounudiion^

OS^A A 01 PRFY 10/4- IVldpa dllU rVlidaCS ^V-'CIllldi lIllClllgCIlLC /\gciiwy^

OfiSA A -07 PRFY 1 S- WorlH Fart Rnnlr

UoOZ-D 5 1 17"?-o 1 . iZJ

.

IjdCKgrUuIlU iXjlCa, VdllUUa LUUIliriCs ^OldlC L^cparuiiciii^

08^9 R c 1 177/7- DdClVglUUllU i^UlCo, illUCA

Ofi^ R 0*x o l.jj/Z. ividps dnu /\[idscs ^ijidic lycpdrimcni^

Uo /0-A Q 1 1 1 0/7- VJCOgldpillC IjUliCllIlS ^OldlC i^cpdiuiiciii^

087^ A 07 c 1 1 10/'^-O 1.1 17/ J. iiiicriidiiuiidi DuuiiUdiy oiuuica

^87/^ A 07Uo / 0-/\-UZ Q 1 1 1 0/4-O 1.117/H'. UCUgldpillL INUlCa V.'^ldlC Lycpdl llilClil^

087f^-A-04UO / O /\ Wr S 1 1 10/S-O 1.11 7/ ^ .
T imitQ in fhp ^fas ^^Statp Dpnarlmpnt^111 lilw Ovaa yotal^ J^^IJal llll^lll^

093 1-G TD 5.47: Maps and Posters (Coast Guard)

0982-G-28 TD 2.37: Maps (Federal Highway Administration)

0987-F VA 1.70: Maps and Atlases (Veterans Administration)

1082-D Y 3.T 25:7 Maps (Tennessee Valley Authority)
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Appendix C

Guidelines For The Depository Library System

(Revised 1987)

(Slightly revised 1993)

With

Minimum Standards for the Depository Library System

(1976)

And

Basic Collection
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Appendix C - Guidelines, Minimum Standards, Basic Collection

FOREWORD

The Guidelines for the Depository Library System together with
the Minimum Standards for the Depository System form the
framework of the Depository Library System as developed by
representatives of the depository library community and endorsed
by the Public Printer. The Guidelines and Minimum Standards set
forth program and performance goals for Federal Depository
Libraries and for the Government Printing Office. Over the
years, the Guidelines and Minimum Standards have served as a
basis for the continuing development of the Federal Depository
Library System.

The establishment of the Guidelines and Minimum Standards
represents a remarkable cooperative effort between the Government
Printing office, the Public Printer's Depository Library Council
and the Depository Library community as a whole. A Committee on
Standards was created by the Depository Library Council in 1974
to develop standards for the Depository Library System. Drafts
of the standards were disseminated to the larger community of
documents librarians for comments. The thoughtful responses of
hundreds of practicing documents librarians were then merged to
produce a final document. The Guidelines and Minimum Standards
exemplify the participatory process at its finest, helping to
ensure that the publications of the U.S. Government are readily
accessible to all citizens of the nation through the Federal
Depository Library Program.
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Guidelines for the Depository Library System

As adopted by the Depository Library Council

1. Objectives of the Depository Library System.

1-1 The purpose of depository libraries is to make U.S. Government publications easily accessible

to the general public and to insure their continued availability in the future.

1-2 The purpose shall be achieved by a system of cooperation wherein depository libraries will

receive free Federal public documents in return for making them accessible to the general

public in their areas.

1-3 The guidelines are to be considered a reconunended level of conduct by all depositories unless

otherwise specified by statute or regulations thereunder.

2. Superintendent of Documents, U.S. Government Printing Office.

2- 1 Obtain new Federal publications and forward free of expense to depository libraries without

delay in accordance with Chapter 19, Title 44 U.S.C.

2-2 Provide all issues of series in the List of Classes of United States Government Publications

Available for Selection by Depository Libraries , including those issues not printed at the

Government Printing Office.

2-3 Actively gather and distribute in paper or microformat all Federal publications of public

interest or educational value not printed at the Government Printing Office which are within

the scope of 44 U.S.C. 1902.

2-4 Provide aimotations for new titles offered to depositories, and item cards for selection

purposes.

2-5 Subdivide item numbers as necessary to insure that libraries receive only wanted documents.

2-6 Supply shipping lists containing item numbers, titles of documents, classification numbers,

information on classification changes, and price information (if available) for sales

publications.

2-7 Supply shipping lists for claiming items selected but missing from the shipment, damaged or

incomplete.

2-8 Offer choice of format: paper, microform or other; however, the Government Printing Office,

in consultation with depository libraries, should have the option of providing only one format

when the nature of the material warrants it.
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2-9 Provide a timely and comprehensive system of catalogs, bibliographies and indexes to Federal

publications.

2-10 Provide a standard classification system for Federal documents and related aids.

2-11 Provide assistance to libraries on using the SuDocs classification system.

2-12 Cooperate with the National Archives that the Archives may acquire and preserve a

comprehensive collection of Federal publications.

2-13 Issue instructions for the selection, claiming, retention, and withdrawal of depository

documents and other activities related to depository libraries.

2-14 Allocate funds for the evaluation of depository libraries through questionnaires, surveys, and

inspections at intervals considered necessary by the Superintendent of Documents, to insure

compliance with the depository law.

2-15 After advance notice to the library concerned, investigate conditions in depository libraries by

personal visits.

2-16 Provide written notice to a library about unsatisfactory conditions, and if not corrected within

six months, consider deletion of the library from the list of depositories.

2-17 Announce new policies and changes on a regular basis to all depositories.

2-18 Cooperate with publication projects which contribute to use of Federal documents.

2-19 Consult at regular intervals with the Depository Library Council to the Public Printer on

matters related to depository libraries, including the development of standards and

bibliographic aids, changes in the SuDocs classification system and the selection of materials

for micropublication.

2-20 Collect, compile, analyze and publish pertinent statistics on a regular basis.

2-21 Provide sufficient copies to fill claims for publications missing from depository shipments.

3. Designation of New Depository Libraries.

3- 1 There may be up to two depositories in each Congressional district to be designated by

Representatives, not more than two others within the state designated by each Senator, and

other depository libraries specifically provided for in Chapter 19, Title 44 U.S.C. 1905.

3-2 The library shall be open to the general public for the free use of depository publications, as

provided in Chapter 19, Title 44 U.S.C.

3-3 The library shall have the interest, resources and ability to provide custody of the documents

and public service.

3-4 The library should possess at least 15,000 titles other than government publications.
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3-5 The library should be prepared to keep its documents collections open the same hours as other

major parts of the library, when the library is open for full range of services.

3-6 When a new vacancy occurs through redistricting or by the resignation or deletion of an

existing depository, this fact should be made known by the Superintendent of Documents to

the state library authority and the regional depository, if any.

3-7 Eligible libraries shall apply to the state library authority for evaluation and recommendation,

with notice of the application to the regional depository, if any. The library should be

prepared to offer statistics on the size and character of its collection, population served,

budget, and if an academic library, the size of the student body, and need for research

materials.

3.8 The evaluation should relate to community interests and indicate staff, space and budget to be

allocated to the collection and the number, scope and character of the items to be selected.

The state library authority, after consulting with other libraries and the regional depository, if

any, will make a recommendation to the Senator or Representative based on location in

relation to other depositories, the need for an additional depository and the ability of the

library to provide custody and service.

3-9 Libraries of independent agencies and additional libraries in executive departments may be

designated depositories upon certification of need according to the provisions of 44 U.S.C.

1907.

3-10 Libraries of accredited law schools may be designated depositories by the Public Printer

according to provisions of 44 U.S.C. 1916.

3-11 A library of the highest state appellate court may be designated a depository by the Public

Printer according to provisions of44U.S.C. 1915.

4. Depository Collections.

4- 1 Each depository library should maintain a basic collection available for immediate use

consisting of all titles in the Basic Collection.

4-2 Each library should acquire and maintain the basic catalogs, guides and indexes, retrospective

and current, considered essential to the reference use of the collection. This should include

selected non-governmental reference tools.

4-3 Each depository should select frequently used and potentially useful materials appropriate to

the objectives of the library.

4-4 Each depository should select materials responsive to the needs of the users in the

Congressional district it serves.

4-5 Depository libraries, either solely or in conjunction with neighboring depositories, should

make demonstrable efforts to identify and meet the Government information needs of the local

area.

4-6 Depository libraries should coordinate selections with other depositories in the district to

insure adequate coverage within the area.

167 Revised November 1993



Appendix C - Guidelines, Minimum Standards, Basic Collection

5. Organization of the Depository Collection.

5-1 The library should check all daily shipping lists to insure that items selected are received, and
if not, promptly claimed.

5-2 Each publication in the shipment, regardless of format, should be marked to distinguish it

from publications received from other sources. Each publication should be marked with the

date of the shipping list or the date of receipt.

5-3 The library should record its depository accessions.

5-4 The minimum record for a depository library should show the library's holdings and the call

numbers or locations where they may be found.

A method of classiHcation should be adopted for precise identification and location of

materials requested by library users.

The method of classification adopted shall be optional with the library; however, it is

suggested that libraries which integrate their documents should maintain a shelf list by SuDocs

number showing disposition of the publication.

5-7 Whenever possible documents should be available for public use within 10 days after receipt;

they should be retrievable even if cataloging information is not yet available.

5-8 The library should maintain statistics of the collection needed for the Biennial Survey of

Depository Libraries.

5-9 The library will retain one set of item cards, both items selected and not selected.

6. Maintenance of the Depository Collection.

6-1 Collections should be maintained in as good physical condition as other library materials,

including binding when desirable.

6-2 Lost materials should be replaced if possible.

6-3 Unneeded publications should be made available to other libraries in accordance with Chapter

19, Title 44 U.S.C.

6-4 Libraries served by a regional depository may withdraw publications retained for a period of

at least five years after securing permission fi-om the regional library for disposal in

accordance with the provisions of 44 U.S.C. 1912.

6-5 Depository libraries within executive departments and independent agencies may dispose of

unwanted Government publications after first offering them to the Library of Congress and the

Archivist of the United States, in accordance with the provisions of 44 U.S.C. 1907.
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6-6 The provisions of 44 U.S.C. 1911, disposal of unwanted publications, do not apply to libraries

of the highest appellate courts of the states (see 44 U.S.C. 1915).

6-7 Superseded material should be withdrawn according to the Superseded List.

Depository publications should be protected from unlawful removal as are other parts of the

library's collections.

7. Staffing.

7-1 One person should be designated by the library to coordinate activities and to act as liaison

with the Superintendent of Documents in all matters relating to depository libraries.

7-2 This person should be responsible for:

a) selection, receipt and claiming of depository distributions

b) replies to correspondence and surveys from the Superintendent of Documents

c) interpreting the depository program to the administrative level of the library

d) performance and/or supervision of stated aspects of service, or in an integrated

collection, a knowledge of persons to whom responsibilities are delegated, such as:

(1) organization for use

(2) maintenance of records of the collection

(3) physical maintenance of the collection

(4) establishment of withdrawal procedures

(5) maintenance of reader services

(6) promotion of use of collection

(7) preparation of budgets

(8) submission of reports.

7-3 The liaison person should be a professionally qualified librarian.

7-4 The liaison person should be directly responsible to the administrative level of the library.

7-5 Additional professional staff should be added depending on the size and scope of the library

and the methods of organization of the collection.

7-6 Professional staff should be assisted by support staff. A suggested proportion is 1 professional

to 3 support staff.

7-7 Librarians and such support staff as indicated by their responsibilities should keep up to date

on new developments through participation in professional societies, attendance at document

workshops, and professional reading.

8. Space Standards.

8-1 Space for depository operations should be of the same quality as other areas of the library. It

should be attractive, comfortable and have acceptable levels of lighting, temperature,
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ventilation and noise control. It should be functional, flexible and expandable.

8-2 The space should contain well planned areas for services provided, reference, circulation, loan

and other public service activities as well as adequate space for the processing of new
materials and housing of the collection.

8-3 It should include private work areas for staff members and the administrator.

8-4 All parts of the collection should be readily accessible, preferably open shelf, but in all

circumstances, should be located so that materials may be retrieved in a reasonable period of

time.

8-5 If documents are maintained in a separate division of the library, the space provided should be

conveniently located to encourage use of the materials.

8-6 The library should abide by the recommended standards for access by handicapped users

(Americans with Disabilities Act).

8-7 Tables and/or carrels should be provided for in-library use of documents.

8-8 Microform readers and reader/printers for the principal types of microforms should be

9-1 Libraries shall make depository publications available for the free use of the general public.

Highest appellate court libraries of the states are exempt from the provisions of 44 U.S.C.

1911 (see 44 U.S.C. 1915).

9-2 In each depository library, there should be recognized focal points for inquiries about

government publications. At this point it should be possible to find:

a) resources in the collection, including specific titles

b) location of wanted publications in the library

c) answers to reference questions or a referral to a source or place where answers can

be found

d) guidance on the use of the collection, including the principal available reference

sources, catalogs, abstracts, indexes and other aids

e) availability of additional resources in the region

f) assistance in borrowing documents from a regional or other libraries

g) user privileges for other libraries, educational agencies, culturally deprived,

disadvantaged, handicapped, retired users and the community at large.

9-3 The library should have the option of establishing its own circulation policies for use of

depository materials outside the library.

provided.

8-9 Microform storage should be located convenient to the documents area.

9. Service to the General Public.
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9-4 The library should provide facilities for using materials within the library, including copying
facilities and equipment for reading microforms.

The library should publicize the depository collection through displays and announcements of

significant new titles.

9-6 The library should provide to all users reference assistance with regard to depository

publications.

10. Cooperation with the Govemment Printing Office.

10-1 Depository library staff should familiarize themselves with the Instructions to Depository

Libraries and abide by their conditions.

10-2 Claims should be submitted witiiin stated time limits.

10-3 Depository library staff should use correct address when corresponding with the Govemment
Printing Office.

10-4 Questionnaires and surveys submitted by the Superintendent of Documents to depository

libraries should be completed and returned promptly.

11. Interlibrary Cooperation.

11-1 All depository libraries should be considered as part of a network of libraries consisting of

selective, regional, and national.

1 1-2 Selective depositories should cooperate in building up the collections of the regional

depositories.

11-3 Selective depositories should cooperate with the regional depositories in the redistribution of

documents not needed in their own organizations.

1 1-4 All depository libraries should cooperate in reporting to the Superintendent of Documents new

Federal documents not listed in the Monthly Catalog.

11-5 All depository libraries should cooperate in the development of tools for the identification and

location of documents in other libraries.

11-6 Depository libraries borrowing documents from other libraries should verify bibliographic

information as completely as possible.

1 1-7 All depository libraries should provide material on interlibrary loan at least for the regional

depository.

11-8 All depository libraries should have a policy of providing photocopies of depository materials

to other libraries no less liberal than for other library materials.
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Minimum Standards for the Depository Library System

As adopted by Depository Library Council

October 22, 1976

1. The Superintendent of Documents will be responsible for distribution of documents to

depository libraries in accordance with the provisions of Title 44 of the United States Code.

2. The Superintendent of Documents will provide a comprehensive system of catalogs,

bibliographies and indexes to U.S. Government publications.

3. There should be at least one depository accessible to the public in each Congressional district.

The designated library shall have the interest, resources and ability to provide custody of the

documents and public service. The library must contain at least 10,000 books other than

government publications.

4. Each depository, shall select and maintain a collection responsive to the needs of the users in

the geographic area it serves and promote their use by the general public.

5. The collection in a depository library shall be organized to insure quick and easy access by

library users. The library will promptly open shipments and claim publications selected but

not received.

6. The collection shall be maintained in as good physical condition as the other collections in the

library.

7. Each depository library will assign sufficient staff to select, organize and provide reference

service to the collection.

8. Each depository will provide sufficient space of a quality which conforms to ALA standards

for the type of library.

9. The depository will be open to the public for free use of depository publications.

10. Each depository library will cooperate with the instructions issued by the Superintendent of

Documents, respond promptly to the Biennial Survey and to other communications from the

Library Programs Service.

IL All depository libraries shall be considered part of a national system to make Government

documents available.

12. All selective depositories should be served by a regional depository. The regional depository

libraries will retain at least one copy of all Government publications either in printed or

microfacsimile form (except those authorized to be discarded by the Superintendent of

Documents) and within the region served will provide interlibrary loan, reference service, and

assistance for depository libraries in the disposal of unwanted Government publications.
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Basic Collection

Item Class Title

0128-L C 1.88: National Trade Data Rank

0128-N C 1.88/2: National Economic Social and Environmental D

0138 C 3.163/3: Census Catalog and Guide

0150 (P) or

0150-B (CD) C 3.134: Statistical Abstract of the United States

0151 C 3.134/2:H 62/970 Historical Statistics of the United States

0151 (P) or

0151-D (CD) C 3.134/2:C 82/2/date County and City Data Book

0156-M-(nos) or

0159-B-(nos) or

0159-C-(nos) or

0159-K-(nos) C 3.223/(nos.): Census of Population and Housing (for state of

depository orJy)

0552-A G? 3.22/2: Subject Bibliographies

0552-B

0557-A (?) or

0557-B (MF)

G? 3.22/3:

G? 3.8:

Publications Reference File

Monthly Catalog of United States Government

Publications

0572-B (?) or

AF 2 106/3- CnHp of Federal Reonlatinn^

0573-C (P) or

0573-D (MF) AE 2.106: Federal Register (daily)

0575 AE 2.110: Slip Laws (Public)

0576 AE 2.111: Statutes at Large

0577 AE 2.108/2: United States Government Manual

0577-A AE 2.109: Weekly Compilation of Presidential Documents

0741 JU 6.8: United States Reports
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0853

0853-A-Ol

0991-A (P) or

099 1-B (CD)

0992

0994-B (P) or

0994-C (MF)

PREX 2.8:

PREX 2.20:

Y 1.2/5:

Y4.P 93/1:1

X/A:

Budget of the United States Government

Catalog of Federal Domestic Assistance

United States Code

Congressional Directory

Congressional Record (daily)
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Acid-free containers
. 100

Acquisitions 2, 5

ACSIS 4
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Addresses v, 5-6, 30-33, 94

Administrative Notes .... 3, 5, 6, 37, 39, 44, 48, 52, 54, 60, 66, 68, 69, 72, 73, 82, 83, 94, 113

Aeronautical charts 24, 26, 31, 158

Agreement, selective housing 15-17, 39

Amendment of Selection postcards 61, 66

Appellate Court libraries 20, 170

Automated check-in 81-86, 88-89

Automated item number files 66-67

Automatic/Direct mail 5

Availability of Government information 8, 10, 12, 13, 165, 170

Backing up diskettes 41

Basic collection 173-174

Bibliographic access 42, 82, 92

Bibliographic control 2, 3, 29, 58-96, 120

Bieimial survey 3, 5, 168, 172

Binding 98, 168

Bureau of Land Management 26, 27, 160

Bureau of the Census 24, 49, 53, 54

Cataloging 2-3, 6, 31, 33, 42, 66, 68, 72, 73, 82, 88, 91, 168

Cataloging and Indexing Program 2

Cataloging Branch 3, 6

Catalogs, bibliographic 8, 12, 31, 42, 60, 82, 105, 166, 167, 170, 172

Catalogs, software/hardware 47

CD V, 21, 36-50, 53, 54, 70, 80, 92, 113

CD-ROM V, 21, 36-50, 80, 92, 113

CD-ROM drive 44

Charts 24, 26, 28, 29, 31, 60, 93, 157-161

Check-in 29, 59, 70, 72, 73, 76-90, 92, 94, 100

Checklist of United States Public Documents 103

Chronic distribution problems 6

Circulation of depository materials 27, 38, 40, 59, 88, 95, 170

Claiming 6, 32, 69, 73, 165, 166, 169

Claims 4, 6, 32, 36, 69, 73-76, 96, 166, 171

Classes added 67

Classification 2, 4, 6, 17, 31, 33, 59, 71, 89-90, 91, 93, 94, 104, 165, 166, 168

Collection development 8-21, 27-28, 33, 37-39, 59, 67, 119, 120

Communications software 45

Compliance review 116-121

Computer printout of item selections 68, 69

Congressional district 8, 10, 11, 18, 20, 110, 112, 166, 167, 172
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Continuing education 3

Cooperation 10, 16, 18, 20, 116, 117, 121, 165, 171

Core collections 14, 18-21, 123-156

Correspondence with GPO 5, 32, 169

Court libraries 20, 170

Cumulative Finding Aid for Congressional Bills and Resolutions 4

Damaged depository materials 73, 108, 165

Database v, 3, 40, 42, 51, 52, 53, 55

Database software 45, 46, 53

Dating depository materials 72-73, 93, 168

DDIS 4, 74

Defense Mapping Agency . . 7 24, 26, 29, 31, 32, 61, 69, 92, 94

Deletions, item 60, 61, 70

Department of Energy 15, 38, 61, 91

Depository Administration Branch 3, 4

Depository designations 5

Depository Distribution Division 1, 3, 4, 6, 71

Depository Distribution Information System 4, 74

Depository Library Council 8, 36, 37, 116, 164-166, 172

Depository Library Inquiry Form 5, 6, 74, 75, 87, 90

Depository Library number 5, 32, 70, 71

Depository Mailing Branch 4, 6

Depository Processing Branch 4

Depository promotion " 110-113

Depository responsibilities 5, 10-11

Depository Services Staff 3, 16, 116

Designation of depository libraries 3, 166-167

Direct mail 5, 68, 70-75

Directory of Computer Software 127

Directory of Computerized Data Files 52, 127

Disaster preparedness 107, 108

Discarding depository materials 13-14, 16, 42-43, 168-169, 172

Discontinued items file 66

Disposal of depository materials 13-14, 16, 42-43, 168-169, 172

Distribution problems 6

DMA 15, 24, 26, 27, 30, 31-32, 69

Documentation for electronic products 37, 40-42, 53, 54

Documentation of depository library procedures 59-65

DOS 41, 45, 47, 48, 50

Dual format 65, 69

Duplicators, microfiche 102

Economic Bulletin Board 51

Electronic bulletin boards v, 36, 51-52

Electronic formats v, 21, 36-39, 51-52

Electronic products 36-55, 65, 71, 76, 92, 95, 98, 126, 155

Electronic publications 36-55, 92

Epi Info 47, 48

Equipment 27, 33, 36-40, 45, 46, 101-102, 171

Explanation of the Superintendent of Documents Classification System 4, 6, 91

EXTRACT 46-50, 53, 54

Fax 5, 6, 32, 74
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Federal Bulletin Board 37, 40, 51, 52

Federal Database Finder 52
Federal Depository Library Manual 3, 5

Federal Depository Library Program 2, 3, 10, 12, 13, 16, 36, 55, 58-60, 110, 116, 164

Federal property 58

Files 15, 66-69, 76-89, 91, 94

Filing 91, 94, 101

Floppy disks 44

Free access 16, 36, 52, 55

Fugitive publication inquiry 87

Furniture 27, 40

Geologic and hydrologic maps 25, 29, 31

Geological Survey 24-26, 29-32, 52, 61, 69, 92, 94, 104

GODORT 105

Government property 58

GPO cataloging tapes . . . 6, 88

GPO Classification Manual 4, 6, 31, 90, 91, 94

GPO form 3794 5, 75, 87, 90

Guidelines for the Depository Library System v, 8, 12, 19, 20, 163-171

Hard disk drive 44

Hard disk management 47-49

Hardware 11, 12, 44, 45

Holdings record 15, 31, 82, 88

Housing of depository materials 15-17, 20, 27, 36, 38-40, 42, 58-59, 67, 93, 170

Human resources 120

Inactive List 6

Inactive or Discontinued Items 4, 66

Index map 29, 31

Inquiry form 5, 6, 74, 75, 87, 90

Inspection of depository libraries 3-5, 116-122

Instructions to Depository Libraries v, 3, 5, 6, 8, 12, 14-17, 28, 39, 58, 69, 73, 81, 83, 88,

91, 94, 116-120, 166, 171

Interlibrary loan 13, 16, 18, 95, 102, 171, 172

International Exchange Service Program 2, 4

Item cards 12, 25, 36, 62-64, 66-68, 165, 168

Item number files 66-68

Item number selection 11, 33, 59-65

Item selection update 4, 6, 16, 27, 32, 60, 61, 67

Item surveys 6, 37, 67

Land use, land cover, and associated maps 26

Law library 20-21

Library Division 3

Library number 5, 32, 70, 71

Library of Congress 2-4, 31, 82, 103, 105, 168

Library Programs Service 2-6, 68, 116, 172

Lighted bin system 4

List of Classes 4, 6, 12, 31, 66, 165

Local area, meeting needs of 8, 20, 27, 167

Local SuDocs number 90

Lost documents 17, 73, 103, 168

LPS organizational structure 3-4
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Mailing labels 71

Maintenance of depository materials 98-102, 120, 168-169

Map indexes 25, 29-32

Map shipping lists 69
Maps 24-33, 60, 69, 70, 92-94, 95, 98, 103-107, 112, 120, 157-161

Memorandum of Agreement (selective housing) 16-17, 39
Microfiche 4, 6, 12, 65, 68-72, 74, 76, 77, 80, 90, 91, 95, 98, 100-102

Microfiche conservation 100-101

Microform 12, 100-103, 165, 170

Minimum Technical Guidelines, Recommended 44-45

Missing or delayed shipments 6

Missing shipping lists 5, 74

Modem 44, 45

Monthly Catalog 3, 6, 21, 24, 31, 42, 68, 89, 90, 171

National Archives 103, 166

National Ocean Service 24, 26, 29, 31, 32, 92

National Park Service 26

National Trade Data Bank 42, 53, 113

Nautical charts 26, 29, 31, 93

Needs and Offers 72, 76

Networking 113

New item 65, 67

New series 67

Non-depository materials 12, 20, 51, 53, 58, 77, 89-90

Northeast Documents Conservation Center 105

NOS maps 24, 26

NTIS 52, 64

OCLC 42, 66, 68, 82, 89

On-line systems 51-52

Operating system software 45

Organization of the collection 59, 105, 168

PAMALA 3

Paper clips 101

Paper conservation 99

Physical facilities 120

Piece level record of holdings 58

Pointing device 44

Posters 60, 63, 70, 72, 112, 113

Preservation 58, 59, 93, 98-99, 102, 104, 105-108

Preservation packet 105

PRF 72, 89, 113

Printer (computer) 44, 45, 49

Probationary status 120

Procedures manual 59, 96

Processing depository materials 11, 27, 29, 40-43, 58-59, 70-96, 120, 170

PROFILE software . . / .48
Promotion, depository library 110-113, 169

Public awareness 42,110-113

Public library 18, 38, 111

Public service 15, 33, 82, 89, 111-113, 120, 166, 170, 172

Publication inquiry 87
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Publications Reference File 72, 89, 113

Publicity 112-113

Quadrangle maps 25, 93

Rare and valuable documents 98, 103

Reader/Printers, microfiche 102, 170

Recommended Minimum Technical Guidelines 44-45

Record keeping 15, 58, 70, 120

Records, depository library 15, 17, 29, 40, 66, 76-89, 91, 96, 111, 169

Reference service 29, 30, 37, 53-55, 59, 172

Regional depository libraries 3, 5, 13, 16, 19, 20, 27, 69, 120, 167, 168, 171, 172

Replacement copies of depository materials 32, 73

Retention 13, 39, 76, 166

RLIN 42, 66, 82, 89

Rubber bands 100, 101

Rubber stamp 71

Security of depository materials 59, 72, 89, 98, 104-105, 107

Selection of depository materials 8-21, 25-29, 33, 37-39, 59-65, 92

Selection update, item 4, 6, 16, 27, 32, 60, 61, 67

Selective housing 13, 15-17, 20, 27, 38, 59, 113, 119

Self-smdy 118-119, 121

Separate shipments 4, 70, 71, 73, 94

Serial Set 3, 6

Service to the public 15, 82, 89, 111-113, 120, 166, 170, 172

Shareware 37, 47, 48

Shelflist 15, 29, 76-89, 91, 94

Shelving 31-32, 59, 91, 99

Shipments 4, 6, 25, 69-71, 73, 74, 172

Shipping lists 4, 6, 31, 32, 37, 66, 67, 69-74, 76, 81, 88, 93, 94, 168

Shipping list register 69, 73, 74

Software 11, 12, 36-38, 41, 42, 44-47, 48, 49, 50, 53, 54, 82, 88

Soil Conservation Service 24, 52

SOLINET 105

Space 11, 12, 15, 18, 24, 105, 167, 169-170, 172

Special topographic and other maps 26

Spreadsheet software 45, 50

Staffing 38, 39, 46, 59, 111, 169

Stamp, rubber 71

Stamping depository materials 29, 71-73, 81, 92, 93, 100

Stamping nautical charts 93

Standards 44-45, 172

State Appellate Court 20, 167

State Data Center Bulletin Board 48, 51

State library 167

State plans 11

Statistics 29, 42, 59, 70, 72, 73, 95, 166-168

Status and progress of operations maps 25

Storage of depository materials 33, 40, 41, 91, 93, 98-101, 120, 170

Subject Bibliographies 113,136

Superintendent of Documents 2, 3, 117, 165-167, 172

Superseded documents 14, 28, 42, 113, 169

Superseded List 3, 5, 14, 16, 17, 76, 94, 169
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Supplies 27, 70-71, 77

Supreme Court files 51

Surveys, item 4, 6, 16, 17, 37, 67

Technical Guidelines, Recommended Minimum 44-45

Technical processing 29-32, 40-43, 58-96

Termination of depository libraries 3

Theft 72, 73, 98, 107

Title 44 2, 13, 16, 17, 28, 39, 116, 117, 119, 165, 166, 168, 172

Topographic quadrangles 25, 29, 31

Training 50, 54, 89, 96, 111

Transfer of depository materials 15-17, 103-105

U.S. Geological Survey . . . ^ 24-26, 29-32, 52, 61, 69, 92, 94, 104

U.S. Government Books 113, 136

Union List of Item Selections 4, 25, 68

United States Code 2, 13, 16, 17, 28, 39, 113, 116, 117, 119, 147, 172, 174

Update to the List of Classes 66

User needs 10, 11, 14

USGS 24-26, 29-32, 69

Weeding depository collections 13-14

Word processing software 41, 45, 47, 50

Workstation management 49-50
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